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Appropriate Public Education (FAPE)  

The Special Needs Department is committed to the philosophy and legal requirement to educate all children in the 
least restrictive environment, maximizing regular education in a free and appropriate setting.  We will not deviate 
from this position. 

An appropriate education, as defined under Section 504 of the Rehabilitation Act of 1973 and special education 
regulations, is the provision of regular and special education and related aids and services that are designed to meet 
individual educational needs of handicapped persons as adequately as non-handicapped persons are met, and are 
based on adherence to procedures that satisfy the requirements of appropriate state and federal laws. 

The child's program and placement shall ensure that, to the maximum extent, the child is educated with children 
who are not in need of special education.  This shall be determined in individual Team meetings and placed on the 
child's IEP. 

Only when supplementary aids and/or services are not appropriate as determined at the Team meeting, shall the 
child receive special education outside of regular education.  The Team shall always identify this in the IEP. 

The Union #31 and Silver Lake Regional School District will utilize Collaborative services when programs and 
services are not available in the town’s schools.  We are a member of the Pilgrim Area Collaborative, and may 
access any other collaborative program through it. 

Non-academic and extracurricular services and activities are available to each student enrolled in the district.  These 
may include counseling services, athletics, transportation, health services, recreational activities, special interest 
groups or clubs, referrals to agencies that provide assistance to handicapped children, employment opportunities, 
and any other services, which are within the purview of the school system. 

Union #31 and Silver Lake Regional School District offers a continuum of placement options, alternative 
placements, and supplementary services. Union #31 and Silver Lake Regional School District is committed to the 
provision of services for our students within the district schools. To this end, the district reviews programs on an 
annual basis, developing and/ or moving services to areas where they are needed or identified. In all cases, no 
student will be denied services due to budgetary issues or lack of in-district programming. 

If a Team determines that a student is in need of an extended school year due to the possibility that this student 
would seriously regress without it, or in need of a summer component for the same reason, the Team is expected to 
furnish the special education office with the relevant data to support this need, along with a signed IEP.  Every 
effort should be made to do this no later than March of the school year so that planning for a summer component 
can take place. 

 
Nothing in these policy/procedure guidelines shall limit the rights of private/parochial/other students from receiving 
the same free and appropriate educational services that any special education student enrolled in public school 
would receive.  These services shall be provided within the school district. 
 
Child Find 
Parents of school age children, who are concerned about their child’s development, may contact the office of the 
school for the grade their child attends, or would attend, or the Special Education Office at (781) 585-4382, to 
request a screening or an evaluation as early as two and half years old. This includes children attending private 
school at parent expense.  All children are screened the first month of their Kindergarten year.  Local physicians, 
daycare providers, and preschools in Silver Lake District are encouraged to assist Union #31 and Silver Lake 
Regional School District in finding eligible students. Additionally, Union #31 and Silver Lake Regional School 
District will place “Child Find” ads in local newspapers, school newsletters, and provide information to the 
Community Partnership Members.  
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Early Intervention 
Referrals for screening and evaluations by the Preschool Team are received from parents either independently or 
with the support of Early Intervention staff, community preschool programs, pediatricians, and/or community 
human services programs. Union #31 and Silver Lake Regional School District School will place “Child Find” ads 
in local newspapers and provide information to the Community Partnership members and other care providers. .  

   When a screening for special needs is requested, an initial meeting/screening is scheduled with the parent 
in order to collect further developmental information.   Parents receive a package of material describing the 
screening and referral process at the appointment. At that time, parents are asked to complete questionnaires 
regarding their child’s development.  Additional observations, medical information, and early intervention provider 
and caregiver interviews may also be scheduled.  The Early Childhood Coordinator reviews all pertinent 
information and a determination is made regarding the need for evaluation. 

The Preschool Team, including an occupational therapist, physical therapist, speech therapist, school 
psychologist, and a preschool teacher, determines with the parent what the evaluation will include.  After 
appropriate notification to the parent and receipt of parental consent, an initial evaluation is conducted.  
Assessments of young children are both formal and informal.  Union #31 and Silver Lake Regional School District 
evaluates children as young as two years-nine months old.  The Evaluation Team makes every attempt to ensure 
that if the child is found eligible, special education services begin promptly at three years of age. 

The evaluation of a two, three, or four year olds should include assessments in all areas related to suspected 
disability and an observation of the child in a natural environment by an educator qualified in observing and 
interpreting early childhood development.  For children who are receiving service in Early Intervention, 
assessments from their service providers may be considered by the Team, however, Union #31 and Silver Lake 
Regional School District School reserves the right to conduct their own evaluation in the determination of eligibility 
of school based services.  

Tests and other evaluation material for young children must be selected and administered so as not to be 
discriminatory on a racial or cultural basis.  These must be provided in the child’s native language or other mode of 
communication unless it is clearly not feasible to do so.  Materials and procedures used to assess a child with 
limited English proficiency must be selected and administered to ensure that they measure the extent to which a 
child has a disability and needs special education and not the child’s English language. 

A variety of assessment tools and strategies must be used to gather relevant functional and developmental 
information about the child, including information provided by the parent and information related to enabling the 
child to participate in appropriate activities.  Tests and other assessment tools must include those tailored to assess 
the specific area of alleged educational need.  Tests must also be selected to ensure that if a test is administered to a 
child with impaired sensory, manual or speaking skills, the test must accurately reflect the child’s aptitude or 
achievement level rather than reflect the impairment.  No single measure may be used to determine eligibility. (34 
CFR sec. 300.532) 
Kindergarten Screening 
In September of each year, notice is placed in school newsletters and in local newspapers to advertise the screening 
of five year olds.  Parents who have chosen not to send their children to kindergarten or send their children to 
private kindergartens may also have their children screened at this time.  The Screening Team may include a 
psychologist, a kindergarten educator, and a speech therapist.  The Early Screening Inventory (ESI) is one 
assessment used along with a developmental checklist completed by the classroom teacher and a parent/guardian.  
The School Psychologist gathers all screening results and reports them to the kindergarten staff, building 
administration, and Administrator of Special Education. This ordinarily occurs in the first weeks of October.  
Within two weeks of the screening, Screening Teams meet with Kindergarten Teachers to go over the screening 
results.  At that meeting, students who may require a further evaluation are identified and referred, if appropriate.  
More often, some children are determined to be developmentally appropriate while others may show slight delays 
in development on the screening instruments and will be rescreened mid-year to see if there are any concerns at that 
time. The Brigance is the tool used for rescreenings.  Parents are notified of the results of the screening and may 
request a meeting with school  
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staff to answer questions or concerns. Parents of children in need of further evaluation are notified of such need and 
provided with information about the evaluation process and are provided with “Consent to Evaluate” forms.  
 
Confidentiality 
Each staff member working with students is expected to maintain a high level of confidentiality regarding 
information received from reviewing a students’ records, attending Team meetings, or discussing a student’s 
strength and weaknesses with teaching staff.  Parents entrust Union #31 and Silver Lake Regional School District 
staff with personal information about their child, their family history, and their fears and hopes for their child’s 
future. We are expected to respect this privileged information and guard it carefully. Confidentiality extends to all 
staff, professional and non-professional, and must be maintained in all places both in and out of school. 
 

General Information about the Student Record  

Record of access 

A log of access will be maintained at the front of each student record file, stapled to the inside cover.  It will contain 
all the information required from the Student Records Regulations. If you maintain separate records, be sure to 
maintain logs for each record.  Your staff that have direct contact with the child (teachers, counselors, etc) need not 
sign this log to review or otherwise use the files. 

 
The student record consists of the child’s transcript and temporary record and includes, among other things, record 
of the student’s special education eligibility and/or program.  There are several rights relating to the student’s 
record.  Parents, and under certain circumstances, the child, have a right to inspect and review any and all records 
relating to the student which are collected, maintained, or used by the school district.  If the child’s record includes 
information regarding another child, the parents have a right to inspect or review only the information relating to 
their child.  The school district will only limit parents’ access to the student records if the school district has 
received legal documentation that limits a parent’s authority in this regard (for example, a divorce or custody decree 
that limits a parent’s access to information about his/her child).  All the rights associated with the student records 
are contained in Massachusetts State Regulations 603 C.M.R.23.00. 

Fees  

Fees charged for reproducing records must be reasonable.  In any case do not exceed the cost of reproduction and 
be sure to follow any other guidelines mentioned in the Parents Rights Brochure.  However, parents are not 
charged a fee for copies if to do so would effectively prevent the parents from exercising their right to inspect 
and review the records. 
 
The Student’s Right of Access 
Student’s who are 14 years old or in the ninth grade have all the rights that parents have under the Student Record 
Regulations.  If a student is from 14 through 17 years old, or has entered ninth grade, both the student and his/her 
parents, acting alone or together, may exercise these rights.  Once the student turns 18, the rights accorded parents 
under Student Record Regulations, become those of the student.  However, parents may continue to exercise those 
rights unless the student makes a written request to the principal or superintendent to prevent them from doing so.  
Should the child make such a request, parents will not retain the right to review his/her records. 
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Review of the Student Record  
If the parents ask to review the student record, the school must allow them access without any unnecessary delay 
and, in any event, no later than two school days after their request, unless parents have agreed to a longer period of 
time.  Parents’ right to inspect or review the student’s record include the right to do so before any meeting 
regarding an IEP or due process hearing relating to the identification, evaluation or program placement of their 
child.  Parents’ right to inspect and review student records include the right to: 

a) Obtain copies of any information included in the record upon request    
b) Meet with qualified school personnel to have the student’s record interpreted 
c) Have a representative inspect, review and interpret their child’s record upon receipt of 

written request 
 
Access to the Student Record  
The school district is required to keep a record of all parties who have inspected reviewed or had access to a 
student’s record.  This log does not apply to Union #31 and  Silver Lake Regional School District employees who 
are working with this child. Logs are to be stapled to the front of the student’s file folder for easy access.  

 
Changing Information in the Student Record 
Parents/guardians have the right to add information, comments or data to the student record. Parents/guardians may 
request that their child's record be amended.  This request should always be in writing to the school principal, 
identifying the item or items specifically.  If the request is to change information inserted by a Team meeting, the 
request cannot be honored until either the IEP is accepted OR the appeals process is exhausted (if the IEP is 
rejected).  The school principal shall meet with the parent or student (if 18) and ascertain the need for amending the 
record.  Then, within one school week after receiving this in writing, the principal shall inform the parent, in 
writing, of the action taken, or if the request is denied, the reasons for the denial. Be sure to send a copy of all 
correspondence to the Administrator of Special Education.  Should the request be denied, the parent or student has a 
right to appeal to the superintendent.  The superintendent will  render a written decision to the parent or student. 

Consent to Release Information 

Except for non-personally identifiable information, no information shall be released from a student record to a third 
party unless agreed to, in writing, by the parent/guardian or student over 18.  Under no circumstances shall special 
education information be released unless the parent/guardian/student approves.  Courts and such agencies as DSS 
should normally provide a release of information form signed by the parent before information is released to them.  
A written Consent Form should always be used to gain permission to release information about a student.  Unless 
the principal has been provided a copy of a court order denying parental access to information, both parents have a 
right to access information on their child.  Unless parents make the school aware that information must be sent to 
two addresses (in cases of divorce, etc.), the school shall only be obligated to send information to the address listed 
on student records.  A school district may not release information from education records to participating 
agencies without parental consent. This includes but is not limited to DSS, DMR, DMH, Mass Rehab, advocates, 
doctors and others. 

 Safeguards 

When in doubt, don't release information.  Check first with the Administrator of Special Education and/or the 
Assistant Superintendent. Principals must brief staff yearly as to the rules for safeguarding information in student 
records.  The school principal is responsible for insuring that the student records are maintained in a confidential 
manner, and for briefing all building staff regarding the regulations.  Employees should not have access to all 
student records but only those records which apply directly to students they are servicing.  The student schedule is a 
good list of those staff that should be allowed access, in addition to administrators and counselors. 
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Destruction of Information 

Special Needs Records will follow the student throughout their school career. There is no need for teachers to keep 
records about students after the student moves to the next grade or teacher.  Once the student graduates from high 
school or turns age twenty-two, the student's file will be maintained for seven years UNLESS the child's program is 
federally-funded and undergoing an audit, in which case the child's file (especially the IEP) will be maintained until 
the audit is ended, and all appeals have been satisfied.  The entire audit process should be resolved before these 
student files are destroyed.  No special education student files should be destroyed BEFORE the seven year period.  
The High School Guidance Department issues public notice of an intent to destroy the files of all students on a 
yearly basis, after retention for two years. Parents are given the opportunity to retain their child's file at this time.  
The central office will publicize its intent to destroy records held for seven years.  The Guidance Office keeps non-
special education records such as the student’s school transcript for sixty years.  However, a permanent record of a 
student's name, address, and phone number, his or her grades, attendance record, classes attended, grade level 
completed, and year completed may be maintained without time limitation. 

Children in Private/Parochial/Other Schools 

Records for children in parochial/private/other schools shall not be the responsibility of the school principal, the 
central office, or any other school official, unless there has been some special arrangement for placement of that 
child at that school. Each case shall be considered individually.  Normally, the schools maintain all students’ 
records at the agricultural schools and vocational-technical schools.  The Special Education Office Staff normally 
maintain special education records for children in 502.5 and 502.6 programs. 

 
Student Experiences Difficulty in School 
When a student experiences difficulty in learning, or there are emotional or social concerns, medical or health 
related or behavioral issues, a teacher or parent may follow one of three avenues.  The choice will depend on many 
factors. 

 
Curriculum Accommodation Plan 
If a student experiences difficulty in the regular education setting, “the principal shall implement the Curriculum 
Accommodation Plan adopted by the district and required under MGL c.71, S38Q.  Such plan shall detail efforts 
that have been made or will be made to meet the needs of diverse learners in the general education program.  As 
part of his/her responsibilities, the principal shall promote instructional practices responsive to student needs and 
shall ensure that adequate instructional support is available for students and teachers.  Instructional support shall 
include remedial instruction for students, consultative services for teachers, availability of reading instruction at the 
elementary level, appropriate services for linguistic minority students, and other services consistent with effective 
educational practices and requirements of MGL c.71B, S2.  The principal may consult with the Administrator of 
Special Education regarding accommodations or interventions for students.  Such efforts and their results shall be 
documented and placed in the student record.  Additionally, if an individual student is referred for an evaluation 
to determine eligibility for special education, the principal shall ensure documentation on the use of 
instructional support services for the student is provided as part of the evaluation information reviewed by the 
Team when determining eligibility. 
   
Copies of the Curriculum Accommodation Plan can be viewed in the office of each school building, the office of 
the Assistant Superintendent, and the office of the Administrator of Special Education. A copy is attached in the 
appendix of this document.  

 
 
 
Child Study Teams 
The Child Study Team provides support to teachers as they develop alternatives for students experiencing difficulty 
(behavioral, social, or academic) in the general education classroom.  The team is school-based and uses a 
collaborative problem-solving approach.  The team insures that the needs of students who are experiencing 
difficulty in school are identified and that an array of solutions and interventions are implemented.  In addition, the 
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support of counselors, curriculum or technology specialists, administrators, team leaders and community agencies 
may provide ideas and/or peer assistance to their colleagues, or offer suggestions for better utilization of resources 
or staff time. 
 
When a teacher is seeking assistance regarding a student(s) who are experiencing difficulty in his/her classroom, 
they should submit a Child Study Meeting Request Form to their principal. 
 
All Child Study Team documentation will be compiled and stored at each building by the principal or his/her 
designee.  Additionally, the documentation will become part of the referral packet submitted to the Special 
Education Team should a referral for evaluation become necessary. 
 
IDEA requires that no instructional support program or any other intervention limit the right of a parent to refer 
his/her child for a special education evaluation.  However, if a referral for a special education evaluation has been 
made and the district has asked for and received parental consent for an evaluation, then evaluation information 
from any instructional support program should be made available to the Special Education Team to consider when 
determining if the student is eligible for special education services. 
 
The Child Study Team may consider, but is not limited to, the following: 
 
Examples of interventions: 
After school subject assistance with the regular education teacher 
Homework Club 
Parent Conference 
Reading Class (Regular Education) 
Study Skills Class 
MCAS Math and/or English Class 
Social Skills Group with the Guidance Counselor or School Psychologist 
Individual Counseling with a Guidance Counselor or School Psychologist 
Behavior Management Plan 
Behavioral Consultation 
 
Examples of Accommodations: 
Breaks 
Extra Time for task completion 
Peer Coaching 
Direct Instruction (Phonics, Handwriting, etc.- provided within regular education) 
Preferential Seating 
 
Examples of Modification 
Individualized Homework Assignments 
Reduced Requirements 
Grading Only On Work Completed 
Modified Curriculum Reading Level  
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Child Study Team 

 
                 Student experiences school difficulties 

? 
Teacher Submits a Child Study Team Meeting Form  

? 
Pre-meeting Activities 

(Members Gather Available Information) 
performed by regular education teacher 

 
• Observation 

 
• Portfolios of student work  

 
• Identification of learning style 

 
• Cultural and linguistic background 

• Curriculum based assessment  
  

? 
 

Child Study Team Meeting 
              Introduction 
              Goal of the meeting is stated 
              Recorders are appointed 
 
             Concern(s) and goal are stated 
             Team members ask questions to gain a better understanding of student 
 
             Child Study Team generates list of interventions 
 
             Teacher reviews and selects strategies 
             Team develops plan for implementation and support over specified time period 
 
             Teacher selects progress-monitoring device 
             Date established for follow-up meeting 
 

? 
Implement Strategies, Monitor & Document Student Progress 

 
? 

 
Follow-Up Meeting 

• After 4-8 Weeks 
• Evaluate Strategies and Student Progress 
• Evaluate Need for Additional Supports/or Interventions 

 
           ?                ? 

Difficulty Solved 
              Continue with DCAP 

 Difficulty Persists 

                    ? 
Referral for Initial Team 
Evaluation 
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Referral: 
Once the Child Study Team has determined that all regular education interventions have been exhausted and that 
the student is still experiencing difficulty in academic, behavioral or social-emotional areas, a Referral for a Team 
Evaluation may be submitted to the Principal or building Special Education Coordinator.  The Child Study Team 
referral should include all relevant information about prereferral activities. Include documentation of parent 
involvement in the determination to refer the student, interventions that have been attempted and their 
effectiveness.  If warranted, the Special Education Coordinator in each building will schedule a meeting with 
special educators, classroom teachers, administrators and other appropriate Team members to determine what steps 
should be taken next.   
 
A student may be referred for an evaluation by a parent, a caregiver, a physician, child study team, or other party. 
The following procedures are required by 603 CMR 28.4 regarding referral: 
 

a) When a student is referred for an evaluation to determine eligibility for special education, the school 
district shall send written notice to the child’s parent/guardian within five days of receipt of the referral. 
Referrals may be in writing or given orally. In any case, document the referral and send written notice. 
Written notice should be given in the primary language of the parent/guardian. 

b) The notice required by 603 CMR 28.04 shall meet all of the content requirements set forth in MGL c. 
71B, Sec 3 and in federal law and shall seek the consent of the parent for the evaluation to occur, and 
provide the parent with the opportunity to express any concerns or provide information about the 
student’s skills or abilities. 

c) The school Team should provide this student’s parent/guardian with the opportunity to consult with the 
Administrator of Special Education or her designee to discuss the reasons for the referral, content of the 
proposed evaluation, and evaluators used. 

 
Parent Request for an Initial Evaluation 
When a student is referred for an evaluation by his/her parent, this request is sent immediately to the Principal 
and/or Building Coordinator for action.  The School District is responsible to respond to the parent’s request within 
5 school days.  The Administrator of Special Education, or her designee will, with input from the student’s teachers 
and other professionals, determine what assessments will be recommended and seek consent of the parent for an 
evaluation, as well as provide the parent the opportunity to express any concerns, provide information about the 
student’s skills or abilities, and/or meet to discuss the evaluation. 
 

The Principal or Building Coordinator will assign a Special Education Liaison to manage the distribution of 
notification and assessment in each building.   Notification of the referral is sent home with consent for the parent 
to sign.  When the signed consent is received, all evaluators are notified by the Liaison of the receipt of the consent 
and the timeline. The building coordinator logs receipt of the consent to evaluate and the timeline for the evaluation 
to be completed is established: thirty days from receipt of the parental consent.   The Individualized Education Plan 
must be completed within forty-five days. A copy of the completed evaluation reports must be presented to the 
parent/guardian two days before the Team meeting. 
  
Informed Consent for an Initial Evaluation 
Within five days of the receipt of the referral packet, parents/guardians of a student referred for an initial evaluation 
will receive notice of the School Department’s intent to evaluate their child from the assigned Liaison.  A Parents 
Rights Brochure will accompany the notice and consent form.  A parent may waive any of the specific assessments 
requested by the Team. The Liaison assigned should have a waiver form completed and signed if this is the case. 
Upon receipt of the parent’s/guardian’s signed consent to evaluate their child, the Liaison will notify the Evaluator 
(s), set the timeline and set a date for the Team meeting. No assessments may begin until parental/guardian 
consent is received.  
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Assessment and Evaluation 
State and federal law require evaluation of all areas related to the suspected disability.  The evaluation should be 
comprehensive and child driven.  No single procedure should be used as the sole criterion for determining 
eligibility.  The Child Study Team or Special Education Team, with input from the parent, determines the questions 
to be answered by the evaluation. Union #31 and Silver Lake Regional School District uses a variety of assessment 
techniques and instruments to guarantee that the Team will have an understanding of the student’s suspected 
disability and its effect on the child’s ability to make progress in school.  Evaluation may include formal and 
informal assessments.  Under some circumstances, a Team may request that Union #31 and Silver Lake Regional 
School District contract with an outside agency or evaluator to assist in an evaluation.  In most cases, however, the 
school-based Team completes the assessments. 
 
The intent of a Team approach in evaluation is to ensure that a comprehensive picture of how a student functions 
within a school environment will emerge.  No individual assessment or assessor may determine eligibility for 
special education services.   
 
The Components of an Evaluation 
The following assessments are required as a part of an evaluation: 

1. An assessment in all areas related to the suspected disability.  
2. An educational assessment which includes: 

a. History of student’s progress in general education curriculum 
b. At least one teacher’s assessment in the area of curriculum conducted by a teacher with current 

knowledge regarding the Massachusetts Curriculum Frameworks 
c. An assessment of behaviors that contribute to learning (attention, participation, memory, social 

skills, etc.)   
3. Optional Assessments:  The Administrator of Special Education or the Special Education Team may 

recommend or the parent may request an assessment in one or more of the following areas: 
a. A comprehensive health assessment by a physician that identifies medical problems or constraints 

that may affect the student’s education.  The school nurse may add additional relevant information 
from the student’s health records. 

b. A psychological assessment 
c. A home assessment that includes the student’s developmental history and other pertinent family 

information. 
Each person conducting an evaluation shall summarize in writing:  (Summaries must be available to the parent and 
the Team Chairperson two days before the Team meeting) 

1. The procedures employed 
2. The results 
3. Their diagnostic impressions 
4. Their determination of student’s needs and specific services 
5. Recommendations to meet those needs. 

These summaries shall be made available upon request to the parent, at least two days before the Team meeting.  
 
 
When a Team Suspects a Learning Disability 
When a Team suspects a learning disability, a cognitive evaluation by the psychologist should be part of the 
evaluation.  Assessments in academic achievement in Reading, Math, and Written Language should be included.  
All previously recorded standardized tests should be reviewed.  Processing assessments should be given to help 
determine relative strengths and weaknesses in differing modalities.  Someone other than the child’s teacher must 
observe the student.  A Team Report must be included as part of the evaluation.  The Team Report District 
Document may be found in the District Forms section of this manual.  There are specific criteria used to determine 
the existence of a learning disability: 

1. The achievement is determined not to be commensurate with the age and ability of the student. 
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2. A severe discrepancy exists between intellectual ability and achievement in one or more areas; 
a) oral expression 
b) written expression 
c) basic reading skill and reading comprehension 
d) mathematics calculation and reasoning 

3. The severe discrepancy is not resulting from visual hearing or motor impairment, mental retardation, 
emotional disturbance, or environmental, cultural or economic disadvantage. 

Evidence of and discussion of these criteria are documented in the Team Report.  
 
Special Educator Assessment: 
The Special Educator may perform formal and informal assessments as well as an observation.  The Special 
Educator’s assessment usually includes achievement testing in Math, Reading, and/or Written Language.  This 
depends on the curriculum area identified by the teacher as particularly difficult for this student.  An observation of 
learning behaviors or social skills is considered and completed. In addition, the special educator will need to utilize 
various assessments to determine the student’s learning style. The evaluating Team will determine how the 
assessments will be conducted.  The Speech and Language Therapist, the Psychologist, the Reading Specialist, as 
well as the Special Educator, may all contribute to the understanding of the student’s ability to process information. 
 
Educational History: 
The Evaluation Team will assign a member to review the chronology of the student’s school experience in Silver 
Lake and elsewhere, and document this information on the Educational History Assessment form. 
 
Educational Assessment: 
At least one of the student’s regular education teachers must complete an evaluation of the student.   However, all 
teachers of a student who has been referred for an evaluation should be encouraged to complete an Educational 
Assessment. 
  
Related Services Assessments: 
 Related services are transportation and such developmental, corrective, and other supportive services that are 
required to assist a child with a disability to benefit from special education.  Some related services are defined by 
Massachusetts as special education.  This is determined based on the unique and individual needs of the child. The 
following is a listing of such services. 
 
Speech and Language 
A Speech and Language Therapist administers an assessment focusing on language development, specifically, 
articulation, phonological disorders, specific language impairment, and fluency.  The therapist may also determine 
current performance in four areas related to the regular education curriculum: listening, speaking, reading and 
writing.  
 
 
Occupational Therapy 
An Occupational Therapy Assessment is administered by a Licensed Occupational Therapist (OTR).  Formal and 
informal testing procedures address the student’s performance in a regular classroom.  Performance components, 
which are assessed, include sensory processing, upper extremity coordination, and perceptual and visual-motor 
skills.  
  
Physical Therapy 
The Physical Therapy Assessment is administered by a licensed Physical Therapist.  This Assessment includes a 
classroom observation as well as independently administered testing procedures.  These procedures may assess one 
or more of the following: range of motion, muscle strength, muscle tone, reflex integration, posture, endurance, 
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gait, functional skills, and gross motor skills.  The evaluation determines if the student can safely navigate the 
school environment and participate in all elements of the school program.   
 
Health Assessment: 
When a Health Assessment is included as part of a Team evaluation, the following should be typed in under 
“Assessment in ALL areas of related disability”: 

Will you be using your family physician___yes____no 
If yes, may we have his/her Name and Address 
Name: 
Address: 

If the parent indicates “no”, Union #31 and Silver Lake Regional School District Physician will give the student a 
physical.  The school nurse will arrange it after being notified by the Team of the need for such assessment. 
 
The School Nurse is responsible for following up on the Health Assessment.  The School Nurse should determine if 
it is appropriate to receive a release to communicate directly with the physician or other health care provider.  
  
Assistive Technology 
When a Team is considering whether specific technology will be required in order to assist a student to access the 
general education curriculum, or participate more fully in the school day, the Team may include an Assistive 
Technology Evaluation.  In most cases, members of the student’s Evaluation Team will collaborate on this 
evaluation.  This evaluation may include input from the special educator, a regular educator, the speech and 
language therapist, the occupational therapist, the physical therapist, or the technology integration specialist, to 
name a few.   
 
Occasionally, the Evaluation Team may feel that there is more technological expertise required for the evaluation 
than they have immediately available to them.  In that case, a request is made to the Administrator of Special 
Education for an Assistive Technology Evaluation to be contracted.  The Administrator of Special Education will 
assist the Evaluation Team in making the determination as to the evaluator or agency to complete such an 
evaluation. 
 
Developmental History: 
The parent completes the Developmental History with the assistance of the Guidance Counselor, Adjustment 
Counselor or School Psychologist, when the Team or the parent feels such a history should be a part of the 
evaluation.  The parent may choose to not have elements of the developmental history included in the final report.  
This is entirely up to the discretion of the parent and counselor/psychologist. Different Developmental History 
forms are fashioned specifically for Initial Assessments, Preschool children, Elementary, or Middle and High 
School students. 
 
Other Assessments 
Other assessments may be recommended by the Team and must be approved by the Administrator of Special 
Education. These may include but are not limited to: vision, hearing, behavior, audiological, neuropsychological, 
psychiatric, neurological, orientation and mobility, etc. 
 
When is a Psychological Recommended? 
Most initial evaluations that occur after a child is six year’s old will include a psychological evaluation. 
All evaluations to determine eligibility based on a discrepancy between achievement and ability (when the Team 
suspects a learning disability) will include a psychological. 
If a child has a suspected emotional disturbance, the Team will need a psychological evaluation. 
If a Team will be changing the disability category, the Team will need a psychological evaluation. 
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If the circumstances under which the initial psychological was given have changed dramatically, for example 
neurological damage is suspected, a child is now on medication but was not when first tested, the child was 
bilingual and his/her English has improved greatly, a new psychological should be given.  
When a child has been determined to be developmentally delayed and will be turning nine years old, a 
psychological should be part of the evaluation. 
 
Outside Evaluations:  
At the request of the parent/guardian, other evaluations may be considered.  Records from previous evaluations or 
other schools should be gathered.  The Team Chairperson should ask the parent to sign a release form for other 
providers to confer with the school’s team. In the case of a parent/guardian requesting an independent educational 
evaluation, they must indicate such in writing or verbally. The Administrator of Special Education must be notified 
immediately of such request.  
 
Waiving Assessments:   
In order to avoid unnecessary or excessive testing, a Team Liaison may ask a parent/guardian to waive certain 
redundant or other assessments that are not necessary.  Only those assessments necessary to determine eligibility 
for special needs services or those assessments needed to write a comprehensive Individual Education Program 
should be administered. All waivers should be in writing and signed by the parent/guardian. 
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Written Reports 
 
Many specialists have developed their own format for preparing their written evaluations.  The format may vary but 
should always include: 
 
 
Student’s Name:    D.O.B.________ 
School      Grade 
Testing Date(s)    Evaluator: 
 
Reason for Referral: 
Behavioral Observations During Testing: 
Assessments Used: 
Description of What the Assessment Evaluates: 
Results of Assessments: 
Learning Style/ Processing Strengths and Weaknesses: 
Academic Achievement Results: 
 
Summary and Recommendations: 
 
The report should be made available to parents at least two days prior to the Team meeting. 
 
 
Defining the Roles of the Team Members: 
The Special Education Building Coordinator will assign the Chairperson/Liaison for the Initial Team evaluation.  It 
is entirely permissible for the Contact Person and the Team Chairperson to be the same person. It is also reasonable 
for the Principal or Guidance Counselor, Adjustment Counselor or School Psychologist to be a Chairperson at the 
Team meeting.  In some cases, especially with newer staff, it may be most appropriate for the Special Education 
Building Coordinator to chair the Team meeting.  The Team Chairperson is always the Team member with the 
authority to commit the resources of the town or district.  The Team Chairperson will make the decision to 
reconvene the Team when their knowledge of resources available is not broad enough.  When a Team meeting must 
be reconvened to include additional members (Administrator of Special Education, or a consultant or advocate 
invited by the parent), the Team Chairperson must insure that all members of the first meeting are present and that 
the reconvened Team meets within the prescribed time. 
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 GENERIC TIPS FOR COMPLETING “COMPREHENSIVE 

AND APPROPRIATE” SCHOOL EVALUATIONS 
 

• Utilize state of the art and current evaluation tools. 
• Provide sufficient data (subtest scores, percentiles, stanine scores, etc.) 
• Explain results in easy to understand language.  Do not include excessive jargon. 
• Relate evaluation results to student’s needs within a school program:  do not simply defer to TEAM 

recommendations to be developed at the TEAM. 
• As appropriate, include items such as family history, developmental history, milestones, parents’ 

impressions, teachers’ impressions, and therapists’ impressions. 
• Provide a brief review of prior evaluation results. 
• Consider the services and information referenced in the current IEP. 
• State whether the assessment can be deemed to be reliable (consider any behavioral, attentional, medical 

issues interfering with student’s performance). 
• Read other evaluations, including independent evaluations, and where appropriate, agree or disagree with 

these assessments. 
• Avoid writing a report that is too short or too long.  Strive to be sufficiently thorough and concise at the 

same time. 
• When possible include examples from the actual testing (i.e., include a language sample, an answer on a 

projective test, a difficult item that was correctly completed by the student. 
• Write a good summary.  Most people read the summary first. 
• Do not use boilerplate formats.  Such practices are usually discovered and the evaluator will be immediately 

discredited. 
• Make sure that parents receive evaluation reports two days before the Team meeting. 
• Be sure to include carefully chosen excerpts from the current evaluations in the proposed IEP, or to justify a 

finding of no special needs. 
• Remember that school evaluators are educational experts, and are well qualified to defend their assessments. 

 
The Team Meeting 
The Team Chairperson has the authority to commit the Town’s or District’s resources.   At the Team meeting, 
the Team Chairperson should make the following very clear: 
 

“ The Team Chairperson has the authority to commit the resources of the town, however there may be 
resources of which I am not aware.  If we come to a point where I feel there needs to be someone on the 
Team more familiar with community, town, regional, or statewide resources, we will adjourn and 
reconvene the Team which shall include the Administrator of Special Education or other such expert.” 

 
The Team Chairperson is identified on the consent form.  It may be the contact person, the Psychologist, the 
Administrator of Special Education, the Principal, a Guidance Counselor or the Building Liaison.  The Contact 
Person is the Primary Service deliverer.  Most importantly, these two roles, Chairperson and Contact Person, 
must be identified before and after the meeting and the parent must know who they are. 
 
Determining Eligibility 
When the Team reaches the eligibility decision-making phase of the evaluation process, it must consider all of the 
assessment data, all observations of the student throughout the school environment, the family’s input, the teacher’s 
observations, information regarding the curriculum in the student’s particular grade, and information regarding 
specific areas of disability.  Close examination of the student’s school history/record, systematic observation of the 
student in the classroom and throughout the school environment, and the input of Team members with expertise in 
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the area of suspected disability and regular educators should assist the Team in determining if the student has a 
disability. 
 
Concurrently, the Team must review the definition of “to progress effectively in regular education” to determine 
whether there is a causal relationship between the disability and the student’s ability to progress effectively.  If the 
disability is shown to be inhibiting the student’s ability to progress effectively in regular education and the student 
requires specially designed instruction in order to access the general education curriculum, the student is eligible 
for special education.  
 
In some instances, the Team will have clear evidence of a disability, well-documented data, and a history of 
diagnosis.  In others, the disability may not be as clear or there may be elements of two or more disabilities present.  
It is the responsibility of the Team to make a good faith effort to determine the category of disability.  It is 
recognized that this is not always easy and may, in fact, be altered at some other date.  The disabilities and 
characteristics are as follows: 
 
Autism 

Autism is a developmental disability. The term shall have the meaning given it in federal law at 34 CFR 300.7., as 
follows: 

Federal Definition:  
 

(i) Autism means a developmental disability significantly affecting verbal and nonverbal communication 
and social interaction, generally evident before age 3 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. The term does not apply if a child's educational performance is adversely 
affected primarily because the child has an emotional disturbance, as defined in paragraph (b)(4) of this 
section.  

(ii) A child who manifests the characteristics of "autism" after age 3 could be diagnosed as having "autism" 
if the criteria in paragraph (c)(1)(i) of this section are satisfied.   

Communication Impairment 

The capacity to use expressive and/or receptive language is significantly limited, impaired, or delayed and is 
exhibited by difficulties in one or more of the following areas: speech, such as articulation and/or voice; conveying, 
understanding, or using spoken, written, or symbolic language. The term may include a student with impaired 
articulation, stuttering, language impairment, or voice impairment if such impairment adversely affects the student's 
educational performance.   

Developmental Delay: 

The learning capacity of a young child (3-9 years old) is significantly limited, impaired, or delayed and is exhibited 
by difficulties in one or more of the following areas: receptive and/or expressive language; cognitive abilities; 
physical functioning; social, emotional, or adaptive functioning; and/or self-help skills.   

Emotional Impairment 

As defined under federal law at 34 CFR §300.7, the student exhibits one or more of the following characteristics 
over a long period of time and to a marked degree that adversely affects educational performance: an inability to 
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learn that cannot be explained by intellectual, sensory, or health factors; an inability to build or maintain 
satisfactory interpersonal relationships with peers and teachers; inappropriate types of behavior or feelings under 
normal circumstances; a general pervasive mood of unhappiness or depression; or a tendency to develop physical 
symptoms or fears associated with personal or school problems. The determination of disability shall not be made 
solely because the student's behavior violates the school's discipline code, because the student is involved with a 
state court or social service agency, or because the student is socially maladjusted, unless the Team determines that 
the student has a serious emotional disturbance.   

Health Impairment 

A chronic or acute health problem such that the physiological capacity to function is significantly limited or 
impaired and results in one or more of the following: limited strength, vitality, or alertness. This includes 
heightened alertness to environmental stimuli resulting in limited alertness to the educational environment. The 
term shall include health impairments due to asthma, attention deficit disorder, or attention deficit with 
hyperactivity disorder, diabetes, epilepsy, a heart condition, hemophilia, lead poisoning, leukemia, nephritis, 
rheumatic fever, and sickle cell anemia, if such health impairment adversely affects a student's educational 
performance.   

Intellectual Impairment 

The permanent capacity for performing cognitive tasks, functions, or problem solving is significantly limited or 
impaired and is exhibited by more than one of the following: a slower rate of learning, disorganized patterns of 
learning, difficulty with adaptive behavior, and/or difficulty understanding abstract concepts. Such term shall 
include students with mental retardation.  

Neurological Impairment 

The capacity of the nervous system is limited or impaired with difficulties exhibited in one or more of the following 
areas: the use of memory, the control and use of cognitive functioning, sensory and motor skills, speech, language, 
organizational skills, information processing, affect, social skills, or basic life functions. The term includes students 
who have received a traumatic brain injury.  

Physical Impairment 

The physical capacity to move, coordinate actions, or perform physical activities is significantly limited, impaired, 
or delayed and is exhibited by difficulties in one or more of the following areas: physical and motor tasks, 
independent movement, performing basic life functions. The term shall include severe orthopedic impairments or 
impairments caused by congenital anomaly, cerebral palsy, amputations, and fractures if such impairment adversely 
affects a student's educational performance.   

 

 

Sensory Impairment 

The term shall include the following:  

1. Hearing - The capacity to hear, with amplification, is limited, impaired, or absent and results in one or more 
of the following: reduced performance in hearing acuity tasks, difficulty with oral communication, and/or 
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difficulty in understanding auditorally-presented information in the education environment. The term 
includes students who are deaf and students who are hard-of -hearing. 

2. Vision - The capacity to see, after correction, is limited, impaired, or absent and results in one or more of 
the following: reduced performance in visual acuity tasks, difficulty with written communication, and/or 
difficulty with understanding information presented visually in the education environment. The term 
includes students who are blind and students with limited vision. 

3. Deaf-Blind - Concomitant hearing and visual impairments, the combination of which causes severe 
communication and other developmental and educational needs.  

 
Specific Learning Disability 

The term shall have the meaning given in federal law at 34 C.F.R. §§300.7 and 300.541. as follows: 

 (i) General. The term 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 an 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. 

(ii) Disorders not included. The term does not include learning problems that are primarily the result of 
visual, hearing, or motor disabilities, of mental retardation, of emotional disturbance, or of environmental, 
cultural, or economic disadvantage. 

 
Roles and Responsibilities of Team Members: 
Team Chairperson/Liaison 
Setting up the Team meeting: 

• When the evaluations are completed (within 30 days of the received consent) contact the parent to arrange a 
mutually convenient date and time for the Team meeting. This meeting date must be within 45 days of 
receipt of the signed consent. 

• Notify all Team members of agreed upon date of the Team meeting. 
• Send the meeting invitation and attendance sheet to the parent at least 10 school days prior to meeting. 
• If a new date is agreed upon, send a new invitation and notify all Team members. 
• Document efforts to contact parents and ensure their participation in the Team meeting. 

Organizational Responsibilities 
• Make sure that the teacher(s) have an Educational Assessment Form. 
• Collect summaries of reports or written reports at least three days prior to the meeting. 
• Review evaluation results and seek clarification where necessary. 
• Secure Parent Release of Information when necessary.  
• Collect Present Level of Performance Information from evaluators and enter into draft IEP.  

Team Meeting Procedures 
• Introduce Team members, identifying the Team Chairperson, the person who has the authority to commit 

resources of the town and the contact person.  
• Explain the Section 28 Process, (formally Ch. 766) sharing the Team Evaluation Process Packet including 

Eligibility Flow Chart and a blank IEP/draft IEP and distribute the Parent’s Rights Brochure. This brochure 
must be given out at all meetings. All draft IEPs must have the word DRAFT stamped or written on 
EVERY page. 

• Give an overview of the reasons for referral. 
• Verify Administrative Data. 
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• Facilitate eligibility discussion and determination of eligibility using the Flow Chart. The completed flow 
chart is maintained in the student file. 

• Notify the Principal or designee if there is a need for a 504 Eligibility Review. Special education Teams do 
not determine 504 eligibility or services. 

• Assist the parent in a discussion of the parent goals for the year and the parent and student’s vision. The 
vision statement is a Team vision. If the Team vision is different from the parent/student vision, include 
both with proper credit given. 

• Provide parent with a draft IEP at the meeting or immediately following the meeting. All draft IEPs must 
have the word DRAFT stamped or written on EVERY page. 

• Make a determination whether a Placement Meeting is required and who should attend. 
If an IEP is recommended: 

• Develop the proposed IEP (make corrections on the draft IEP). The finalized proposed IEP MUST be to the 
parent/guardian three days after the Team meeting.  

• Send N1 letter to parent/guardian with the proposed IEP. Complete the N1 letter fully, answering ALL the 
questions listed on the letter. 

• Record the date of the signed IEP in the computer system. 
• Notify Team members that the signature has been received and provide service deliverers with a copy of the 

IEP. No services shall begin until a signed IEP has been received. For initial evaluations, no service is given 
until a signed IEP is received. For IEP’s already in place, only the services on the last signed IEP are given 
until the new IEP is returned signed and accepted.  

• Provide regular education staff with a copy of the IEP. Review specific sections with the regular education 
teachers to insure that they are aware of the student’s needs. 

If a determination of no eligibility: 
• Send District Refusal to Act letter to Parent/Guardian with Parent Rights Brochure. Complete ALL 

questions on the Refusal to Act form. 
• Complete all paperwork and file appropriately. 
• Answer any questions the parent/guardian may have. 
• Notify 504 team if a 504 consideration needs to take place. 

 
Guidelines for Effective Team Meetings: 
Effective Team meetings are predicated upon positive communication among all participants including internal 
constituencies such as professional staff and teacher assistants, and external constituencies such as parents, agency 
representatives, private school providers and advocates. 
 
The agenda for the Team meeting should reflect the interests of all participants in an effort to reach consensus 
around: 

 
• The focus of special education services 
• Types of strategies that will foster effective progress 
• Collaborative effort 
• Relationship between proposed goals and the core curriculum 
• Delivery of special education services 

In an effort to establish a positive vehicle for effective communication, the following guidelines are 
required: 
 
      1.  WITHIN 10 DAYS PRIOR TO TEAM MEETING: 
 Establish communications between school representative(s) and parent/guardian prior to the Team 
            meeting. 
 The Vision Statement, IEP Meeting Invitation Letter and Attendance Sheet (N3A) serves  
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to solicit parent input prior to the meeting.   The Chairperson/Liaison will call parents if necessary to 
discuss any specific issues or concerns that the parent would like addressed at the meeting.  This  
allows the Team Chairperson/Liaison to set a mutually established agenda and sets the  
foundation for a positive working relationship. 

 
2. TWO DAYS PRIOR TO MEETING: 

Make assessment reports available to parents and other professional staff at least two days before the Team 
meeting.  This allows parents and staff an opportunity to review the information contained within these 
reports prior to the meeting, to expedite the discussion during the meeting, and to focus on the determination 
of eligibility. 

 
3. THE DAY OF THE MEETING: 

            The Team Chairperson/Liaison greets the parent/guardian privately, prior to the Team meeting to  
            ascertain concerns parents wish to be addressed at the Team meeting. 

 
The Team Chairperson/Liaison determines whether the parent/guardian wishes to share these issues at the 
meeting or whether the parent/guardian would prefer that the Team Chairperson/Liaison share this 
information. 
 
The Chairperson/Liaison escorts the parent/guardian into the meeting and sits in close proximity to the 
parent/guardian in an effort to make the parent feel comfortable and help elicit parent/guardian concerns. 
 
The Team Chairperson/Liaison invites parent/guardian to share any issues or concerns the individual would 
like the Team to address during the meeting. 
 
The Team Chairperson/Liaison clarifies written assessment reports as needed. 
 
The Team Chairperson/Liaison facilitates a Team meeting that encourages optimal participation from all 
parties in attendance in order to develop an IEP, which fosters maximum growth potential for the student.  

 
504 Eligibility is not determined at the Special Education Eligibility Meeting:  The Principal is responsible to 
convene a Team, which may include a member of the Evaluation Team to determine if the student’s disability 
warrants a 504 Accommodation Plan.   
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Team Member’s Responsibilities: 
Setting up the meeting 

• Contact the Team Chairperson/Liaison if a conflict exists in your schedule. 
• Notify Team Chairperson/Liaison of any concerns or issues. 

Organizational Activities 
• Schedule testing dates. 
• Review student’s file and prior assessments. 
• Evaluate student and send summary or written report to the Team Chairperson/Liaison at least 3 days prior 

to the Team meeting. 
• Provide the Chairperson/Liaison with a brief statement to be included in the PLEP Draft, based on your 

evaluation. 
• Bring a draft of your goal, if your assessment indicates it would be appropriate to provide service. 

At the Team Meeting: 
• Present your summary as jargon-free, clear, and as concisely as possible. 
• Offer recommendations based on Team consensus. 
• Discuss draft goals and objectives. 
• Assist in other IEP determinations: transportation, assistive technology, behavior, discipline, etc. 
• Do not schedule any services in the proposed IEP until the Chairperson/Liaison notifies you that the IEP has 

been signed. 
 
Informed Consent for a Three- Year Re-Evaluation 
It is the responsibility of the Liaison to generate the Notice to Re-evaluate and the Parental Consent Form to a 
parent at least 60 days before the Individual Education Plan of a student will expire. If the Team decides that no 
additional assessments are needed to determine if the student is eligible for special education, the Team may 
recommend to the parent that: 

a) all assessments given at the initial evaluation be repeated 
b) no further assessments are needed at this time and the reasons for this; and 
c) the parent has a right to request a full evaluation or a specific assessment 

A parent may waive any of the specific assessments requested in an evaluation. If this is the case, complete the 
waiver form and secure the proper signature(s). Documentation of multiple efforts to contact a parent in order to 
gain their consent must be maintained in the child’s Special Education File. In the event that consent is not 
received, contact the Administrator of Special Education to determine next steps. A Parents Rights Brochure 
should always accompany any notice sent to a parent.  

 
Assessment Components of the Three- Year Re-evaluation 
Students should be assessed in their area of need.  If a Team has additional questions or concerns about a child, 
other assessments may be included. 
 
When a three-year evaluation will be determining eligibility, all components of the initial evaluation should be 
repeated with age appropriate instruments. 
When a student enters at three or four years old, a full evaluation should be administered. Union #31 and Silver 
Lake Regional School District will consider early intervention assessments but must complete a district evaluation 
as well. This evaluation will be repeated in three years or sooner using age appropriate instruments.  
 
When a Team evaluation determines that a child younger than 9 years old is developmentally delayed, the Team 
must reevaluate him/her by his/her ninth birthday to determine eligibility category.  Developmentally delayed is a 
disability category appropriate for children only up to nine years of age.  You will need a psychological 
evaluation to change the disability category. 
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Team Meeting: The Role of the Chairperson and the Contact Person or Student’s Liaison 
At each Team meeting, the person in the role of Chairperson and the Contact Person should be identified and this 
should be reflected on the Attendance Sheet. 
 If a student is already receiving special education services, the Contact person or Liaison is responsible for 
convening the Team meeting.  The Contact Person or Liaison is also responsible for ensuring that all notifications 
have been properly communicated to the parent and to the student, and for managing the appropriate documentation 
that the Team generates.  
 
Annual Review 
The Contact Person’s/Liaison’s Responsibilities 
In many cases, the student’s primary service deliverer acts as the Team Chairperson for the annual review.  His/her 
responsibilities as the Chairperson include but are not limited to: 
Ongoing: 

1. Maintain communication with the home. 
2. Ensure that progress reports of all service deliverers go home when report cards go home. 

Setting up the Meeting 
1. Schedule the Team meeting and send Invitation Letter to the parent at least ten school days prior to the 

Team meeting. 
2. Notify Team members of the meeting date. 
3. Document any change of time and notify all participants of the change in time. 
4. Send notification/ invitation to students over 14 years old. 
5. Parent’s Rights Brochure is sent with all notices. 

Organizing the Meeting 
6. Review student’s file, prior assessments, and current progress. 
7. Update assessments as indicated on the IEP to determine Performance Criteria on PLEP. 
8. Collect progress reports or other pertinent information from the child’s teachers. 

At the Meeting: 
9. Have all participants sign the Attendance Sheet. 
10. Share the Parent’s Rights Brochure with the parent and answer any questions regarding the process. 
11. Ask the parent to share his/her Vision Statement. The Vision Statement is a Team vision. If the parent’s 

vision differs from the Team vision, both should be reflected on the IEP. 
12. Update the PLEP. 
13. Discuss Progress Reports as they relate to goals and objectives; discuss any reasons why goals were not 

achieved and resulting changes in the new IEP. 
14. Discuss proposed service delivery and draft IEP. 
15. Keep Team Meeting Notes. A copy of the notes and the draft IEP should be given to the parent at the end of 

the meeting. 
After the Meeting: 

16. Send N1 Letter with IEP immediately following the development of the IEP, within three days 
      of the meeting.  
17.Offer recommendations based on Team consensus. 
18.Discuss draft goals and objectives. 
19.Assist in other IEP determinations: transportation, assistive technology, behavior, discipline, etc. by    
 including these services in the IEP and notifying the parties involved so that scheduling can take place. 
 Remember, no service begins until written consent is obtained from the parent. 

 
The Team member has the same responsibilities for the Annual Review as were outlined in the Initial 
Evaluation and Re-evaluation Sections 
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Documenting the decision of the student at his/her age of majority (18) 
 
By age seventeen the student’s IEP should include an individualized goal concerning the understanding of their 
rights as a student with special education needs and the ability to advocate for themselves.  Before age eighteen a 
letter is sent to the parent from the liaison, see attached, outlining the choices available when the student will turn 
eighteen.  The student’s decision should be documented using the following format: 
 
 
 
Student’s Name:______________________ Liaison’s Name:___________________ 
Date of Meeting:______________________ Student’s D.O.B.__________________ 
 
Parents have sought and received guardianship and retain full decision making authority 
 ______ yes  ______no 
 
Student has decided to share decision making authority with the parents, understanding that should a disagreement 
occur the student’s choice will prevail. 
 _______yes  ______no 
 
The student has decided to delegate decision-making authority to the parent 
 _______yes ` ______no  
 
 
 
Student Signature:________________________________________Date:____________ 
 
 
Meeting Attendance: 
Name:       Role: 
______________________________________ ______________________________ 
 
______________________________________ ______________________________ 
 
______________________________________ ______________________________ 
 
______________________________________ ______________________________ 
 
______________________________________ ______________________________ 
 
______________________________________ ______________________________ 
 
______________________________________ ______________________________ 
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Opportunity for Parent/Guardian Participation 

Parents/Guardians should be the focal point of arranging the Team meeting, so try hard to work it into the parents’ 
schedule.  The earlier you can notify parents/guardians, the better!  If your school conducts a special day for Team 
meetings, let parents/guardians know with as much advance notice as possible.  Once you have made the phone 
contact, always follow it up with a written notice using the approved Massachusetts state Meeting Notice Form and 
Parent’s Rights Brochure.  If the parent/guardian cannot attend, other methods should be used to ensure parent 
participation, including phone calls, correspondence, and home visits. A detailed record of all such attempts must 
be maintained.  Along with each completed IEP mailed to parent/guardian, the Team Chairperson will send a 
summary of their rights that includes a specific date identifying the day by which the parent/guardian must have 
responded, either accepting or rejecting the IEP.  If you are having problems getting parents/guardians to return a 
signed or rejected IEP, notify the Special Education Office for assistance. 

Parents/guardians are also kept informed by the normal grading process, IEP progress reports, and direct contact 
with the teaching staff/Liaison, or specialist servicing the child. Parent/guardian concerns are noted on the IEP and 
the parents/guardians participate in the formation of the Vision Statement.  

Every effort must be made to involve our parents/guardians in the process, to encourage their participation, with the 
goal to insure they understand what is happening in the education of their child. Encourage them to attend Open 
Houses at your school, Parent Advisory Council meetings, etc., to gain more insight and be actively involved. 
 
Request for a Re-evaluation or an Independent Evaluation 
Any request for a re-evaluation outside the re-evaluation cycle, or an independent evaluation, should be directed to 
the Administrator of Special Education for determination of next steps. Any request for an Independent 
Evaluation must be acted upon within 5 days. Therefore, it is extremely important that you notify the 
Administrator of Special Education of such requests immediately. Requests can come in writing or verbally. 
In either case, action must be taken. Union #31 and Silver Lake Regional School District will follow the 
guidelines for income eligibility for all Independent Evaluation requests. Information will be sent to 
parents/guardians upon request of an evaluation. All Independent Evaluation requests will be limited to the 
evaluations performed by the Team. Requests for other evaluations such as neuropsychological, will be considered 
on a case- by- case basis.  
 
A Finding of No Eligibility: 
The Team must make a finding of no eligibility:   

• If the student does not have a disability;  
• If the student does have a disability but is making effective educational progress without the need of 

supportive services;  
• If the student shows a lack of educational progress, but it is not due to a disability, or 
• If the student does not require specially designed instruction.  

 
If the student has a disability and that disability substantially impacts a life function but does not need specialized 
instruction, the student may be eligible for a 504 Accommodation Plan. 
 
The Principal convenes a Team to determine if a 504 Accommodation Plan is appropriate and what should be 
included on that plan.  The student’s classroom teachers and the principal as well as the parent should be members 
of that Team. The Principal may identify other Team members.  Eligibility for a 504 Accommodation Plan is 
determined following the guidelines for 504 eligibility. 
 
Parents must be informed by the Team Chairperson in writing of the finding of no eligibility for special education 
using the N2 form.  Parents/Guardians have the right to appeal any eligibility determination to the Bureau of 
Special Education Appeals, including a finding of no eligibility.  Parents may contact the BSEA directly or request 
the District’s assistance with this process.  This information is included in the Parents Rights Brochure, which 
should be sent with any communication from the School Department. 
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If it is the determination of the Team that the student does not qualify for special education services under Section 
28 or that a student is no longer in need of services under Section 28 the Team must make a finding of “No 
Eligibility”.  It is the Team Chairperson’s responsibility to: 

1. Complete the Eligibility Sheet. 
2. Complete Notice of Finding to the Parents. ( Initial Evaluation: Refusal to Act; Reevaluation: Proposal to 

Act) This notice should include a summary of assessments, rationale for the decision, a listing of any 
accommodations needed to ensure that the student continue to make effective progress .  

3.  File copies of  ED1 and N1, N2, N3 in the student file with back-up documentation.  
 
Placement Meeting 
If any member of a Team has questions regarding what the most appropriate placement for a student may be, or 
how certain services may be delivered in the least restrictive setting, he/she should be in touch with the 
Administrator of Special Education. The Administrator of Special Education is available to attend any meeting 
where the Team feels it will be discussing resources beyond those which are readily available in their school 
building.  Parents should be informed that the Administrator of Special Education will be attending the Team 
meeting. All IEPs are to be written before the determination of placement.  
 
If questions arise regarding placements outside the school district or if the parent introduces issues that the 
Chairperson did not anticipate and is unprepared to respond, the Team Chairperson may do either of the following: 

1. Take a brief recess and call the Administrator of Special Education.  In most cases, the Administrator of 
Special Education will either be able to provide immediate assistance or come to the meeting. 

2. End the meeting and reconvene later, remaining within the prescribed timelines, at a meeting that includes 
the Administrator of Special Education. 

3. End the meeting. The Team may determine that a Placement Meeting is required following the meeting to 
develop the IEP.  In any case, where a second meeting needs to occur;  this must occur within the forty- 
five-day timeline. 

 
Extended Evaluation 
An Extended Evaluation should be used when the evaluation information is inconclusive.  When the evaluation 
information is inconclusive, the Team is unable to determine if there is a disability, the nature of  the disability or is 
unsure what services should be provided.  When the Team has determined eligibility and some necessary objectives 
and services, then the Team should write a partial IEP while the Extended Evaluation is occurring.  The evaluation 
may not extend beyond eight school weeks.  An Extended Evaluation may not be used for the following purposes: 

• To extend an evaluation beyond the timeline. 
• To deny programs or services to a student. 
• To constitute a temporary placement. 
• To establish eligibility.  

Effective Date of IEP 

All Educational Plans will become effective for implementation immediately upon parental signature of acceptance.  
Normally, you should have identified the date of the start of services under service delivery, but, in any case, do not 
delay service delivery once the IEP is signed by parent.  The date of acceptance must be recorded in the computer 
by the Liaison. It is imperative that dates are recorded on a regular basis, preferably upon receipt. Do not wait to 
record data as it is often needed for various state and federal reports throughout the school year.  
 
Attorney Invited to the Meeting 
If Parents/Guardians unexpectedly bring an attorney to a Team meeting, the Team Chairperson should inform that 
attorney that the Union #31 and Silver Lake Regional School District Teams are represented by the law firm of 
Stoneman, Chandler, and Miller.  Ethics rules prohibit the attorney from having contact with the school staff 
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without the presence of the school’s attorney.  The Parent/Guardian may choose to continue the meeting with 
neither attorney present. If the Parent/Guardian insists on the presence of an attorney, the meeting ends to be 
reconvened with the School Attorney present. Contact the Administrator of Special Education immediately if this 
circumstance comes up.  
 
Parents Invite a Consultant or Advocate to a Team Meeting 
Parents and Guardians are allowed to bring others to the Team meeting to assist them with the process and/or 
decision-making. Often these people are educational advocates, paid for by the parent. Other times 
Parents/Guardians bring a friend or relative. These people must sign in and become a member of the Team. If an 
advocate contacts you by phone, fax, or other method, please do not discuss the child or case until you have signed, 
written permission from the parent to do so. This protects confidentiality. If an advocate wishes to observe a child 
at school, please notify the Principal who will arrange an observation following the school rules for such. A Special 
Education Staff person should be assigned to the visitor throughout the entire observation and should record notes 
about the child’s activity during the observation. These notes will assist the Team during subsequent meetings. All 
questions and concerns should be referred to the building Principal and/or the Administrator of Special Education.  
 
When an Independent Educational Evaluation is completed, the Team Chairperson/ Liaison should request a copy 
of the evaluation prior to the Team meeting.  Team members should familiarize themselves with the content of this 
evaluation and discuss the results, as appropriate, as a Team prior to the Team meeting.  The Team Chairperson/ 
Liaison may ask the parent to sign a consent to allow the Team to communicate directly with the Evaluator should 
they have specific questions regarding his/her recommendations. The Principal or the Administrator of Special 
Education should be invited to any meetings where the Team may need additional assistance.  

Guidelines for Coordinating with Advocates 

These guidelines are intended to insure that all Advocates are afforded ample opportunity and proper access within 
the context of your busy school day and ever-changing staff/student schedules. Educational Advocates are often 
hired by parents or assigned by the Department of Education to insure that the child will receive all the necessary 
educational components in order to be successful in school.  Educational Advocates employed by parents are not 
required to have any special certifications or licensure, and may have a background that does not include public 
school experience. It will benefit the student most if you can take time to explain scheduling and other issues when 
it is apparent the advocate is unsure about these ancillary issues. In addition, please adhere to the following 
guidelines to insure that the needs of the Parent and Advocate are satisfied WITHIN the context of the greater needs 
of the student's and school's daily activities: 

1.  Advocates must always produce a written permission document signed by the parent or legal guardian.  Without 
this statement, you are not authorized to divulge any information to ANY third party about any student. 

2.  Telephonic requests from advocates to visit, observe, or meet about students should be followed up by your 
sending the Advocate the completed confirmation form.  Identify the best times, dates, (and staff) when a visit 
would be most beneficial and productive.  This will remove any confusion as to meeting/visitation dates and times, 
and keep all parties informed.  Three (3) hours maximum is a reasonable visitation time request for older students, 
less time for younger students. 

 
3.  Requests from Advocates for copies of any student file materials must follow the DOE Student Record 
Regulations for dissemination of information.  This request should be preceded or accompanied by a signed release 
of information form from the parent or legal guardian. 
 
Parents Reject Some or All of an IEP 
The rejected IEP should be sent immediately to the office of the Administrator of Special Education. Upon receipt, 
it will be sent to the Bureau of Special Education Appeals.  A Mediation or Hearing may follow.  
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If possible the Team should schedule a follow up meeting including an administrator that may assist in mediating 
the disagreement.  If this is not possible or the parent does not agree to another meeting, notify the Administrator of 
Special Education to discuss next steps.  
 
Amendments 
If the Team determines that minor changes to the IEP are required an Amendment must be developed.  An 
amendment may be used to change the service delivery model when a student changes schools if this is appropriate.  
An Amendment may not be used to change the placement of the program.  The Team must be reconvened 
following issuance of notification to the parent in order to complete an Amendment.  
 
When Parents Fail to Participate or Consent 
When parents fail to consent or participate in the evaluation process, efforts will be made by the school 
administration including Guidance, and/or Adjustment Counselor, School Psychologist, (whomever is appropriate) 
to contact the Parents and encourage their participation.  Contact may include letters, telephone calls, notices sent 
by certified mail, home visits when requested by the administration, referral to DSS either voluntarily, through a 
51A (neglect petition), and/or referral to court as appropriate (CHINS). Nothing in this policy will prohibit Parents 
from ultimately refusing a Special Education Evaluation or services. 
 

Failure of the Parent/Guardian to Respond Regarding the IEP 

In the event that a parent fails to respond within 30 days to reject, accept, or delay pending an independent 
evaluation, the Chairperson/Liaison will: 

• Call the Parent/Guardian and discuss the Parent's/Guardian’s concerns.  Attempt resolution and allow more 
time if circumstances warrant. 

• Send a certified letter to that Parent notifying them that they are legally required to respond. 

• Inform Department of Education in writing of difficulties. 

• Request mediation or hearing through the BSEA. 

Not withstanding all the above procedures, no student in need shall be denied special education services because a 
parent failed to respond. However, no new services or program changes are to begin without signed 
Parental/Guardian consent. Services will be provided as listed on the last signed IEP. 

Communication in the Native Language of the Parent/Guardian 

Interpreters used to assist a Parent/Guardian and student in the Special Education process and services available 
shall be provided with a copy of all forms utilized in the process and a booklet explaining the rights of 
parents/process, etc. 

Prior to the Team meeting, the Principal/Chairperson shall attempt to meet with the interpreter to clarify the process 
and discuss the dynamics of the meeting.  Assistance with interpretation may be obtained by calling 1-800-642-
0249. 

Parents Rights Brochures and forms are available on the DOE website for several languages.  Please contact the 
Special Education Office for assistance. 

 

Services for Home/Hospital Students 

The school Principal will provide Parent/Guardian with the Physician Statement form to be completed and signed 
by the student's physician. The person signing this form must be a medical doctor, not a psychologist.  Once this 
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has been returned to the Special Education Office and approved by the Administrator of Special Education, the 
Special Education Office secretary will initiate contact with a home tutor to plan services or contract with a 
hospital-assigned tutor and inform the Principal who the tutor will be. There is no waiting period (required absence 
days) for services to begin. The school Principal will direct the Guidance Counselor to send a Home/Hospital 
Tutoring Instruction Form to each of the student' classroom teachers and assist the tutor in contacting teachers for 
materials, transferring grades, etc. and to change attendance status.  The completed Physician Statement will remain 
on file in the Special Education Office.  

In the case of students attending private school at parent expense, Home/Hospital services are available if the child 
has been found to be a student with special educational needs. In cases where a child is not a child in need of 
special educational services, the District will consider the Physician’s Statement and the impact of that statement on 
the child’s status. Services can be provided or a determination to make a referral for testing or additional 
information may be requested depending on the circumstances. Each request will be considered on an individual 
basis.  The Physician’s Statement must be completed and sent to the Special Education Office.  

Classroom Teacher Guidelines for Home Tutoring Grading: 

The following guidelines may be helpful for all teachers in arriving at a grade for all home\hospital tutoring cases: 

1.   Students participating in home tutoring usually are not able to maintain the same amount of work output as   
someone attending class; however, it is reasonable to assume that, with a tutor, at least two-thirds to three-quarters 
of all work assigned can be completed in a satisfactory manner. 

2.   Work should always be measured by its quality.  This is a better indicator of what grade is earned than the 
amount produced during home tutoring. 

3.   If necessary, weigh the option of giving an incomplete, so that student may make up the work for the course. 

4.   Remember that you have the option to allow the tutor to assign an overall grade, thus removing the dilemma of 
how to grade.  You simply indicate this on the notification sheet received from the Guidance Office at the High 
School and from the Principal or Designee at Elementary and Middle schools. 

5.   Give consideration to the memos that come from School Principals’/Counselors’/and/or the Special Education 
Office describing the medical issues involved.  Clearly, if a student is heavily medically involved, the expectations 
for amount of work to be completed must be adjusted. 

 
6.   Maintain open lines of communication with the School Principal/Counselors/Administrator of Special 
Education, and/or the assigned tutor if there are any doubts as to the student's status or medical involvement.  
 
Typically, the most difficult cases for us to monitor are the hospital placements because we often do not know the 
tutor, and have little, if any input, from the doctor. 

Counseling Services  

School Psychologists and Adjustment Counselors service special needs and non-special needs students in both 
individual and group format.  Some students are seen on a regular basis while others are seen on an as-needed basis 
in response to periodic adjustment problems or in response to a crisis.  Students utilize counseling for the 
development of self- awareness and the achievement of long-term developmental goals.  They also utilize 
counseling to help solve immediate academic, social, or family problems such as conflict resolution with teachers, 
peers, or family members.  On occasion, intervention meetings are held with family members where the outcome 
may be to refer the family and/or student for outside treatment. 

Referrals for counseling come from a variety of sources: 

a) Self referrals 

b) Recommendations from the Team 



 30 

c) Recommendations of school staff/administrators, parents, or peers 

The major objectives of the counseling provided are: 

• To foster more comfortable and appropriate relationships of the student to peers, family and school 
personnel. 

• To increase self- understanding, understanding of others, and awareness of self in relationships. 

• To bolster confidence and assertiveness in communicating.  

• To promote/improve communication skills. 

• To address personal and school adjustment issues. 

• To provide emotional support. 

• To support healthy and effective problem-solving and conflict resolution. 

Counseling may be provided as part of an IEP if determined needed by the Team or by an outside therapist, only 
after all other options are considered in-house, and only after the TEAM recommends it be included in the IEP.  
The selected therapist must agree to provide counseling objectives and information regarding progress.  The 
Administrator of Special Education must be contacted about this a expenditure.  All efforts must be made to access 
Third Party Insurance, provided Parents agree, prior to using District funds. 
 
School Discipline 
Students are expected to meet the requirements for behavior as set forth in the Union #31 and Silver Lake Regional 
School District Student Handbook.  The regulations in 603, CMR 28.00 pursuant to MGLc.69 Section 1B and 
Chapter 71B, Section 3 require that additional provisions be made for students who have been found eligible for 
special education by an evaluation Team.  Those requirements are as follows: 

1. The IEP for each student with special education needs will indicate if the student’s disability requires a 
modification of the discipline code. 

2. The Principal must notify the Administrator of Special Education in writing within one school working day 
of the suspendable offense of any student with special needs whose IEP does not reflect the need for 
modifications of the regular education discipline code.  A record must be kept of such notices. 

3.  
No single area in State or Federal Regulations has changed with as much frequency as the area of discipline.  It is 
therefore advisable to stay abreast of the most recent advisories.  Discipline is the responsibility of the School 
Principal and all authority for discipline rests with him/her.  Any questions around procedures regarding the 
discipline of students with special education needs or students who have been referred for an evaluation, or even 
students who may be suspected as having a disability should be addressed to the Administrator of Special 
Education. Special Education Staff, Principals, and Guidance Counselors should be familiar with the regulations 
regarding: 
 

1. Free and Appropriate Public Education,(FAPE): Union #31 and Silver Lake Regional School District  
is responsible for providing FAPE to all of its students.  A student with special needs may not be 
suspended for more than ten school days within an IEP period without the provision of FAPE. The 
Administrator of Special Education must be notified immediately of students with special needs who are 
suspended for ten or more days or have reached the tenth day of suspension within an IEP period. If a 
student is on day 8 of suspension, a Team meeting should be held to review the IEP and make adjustments 
if necessary. A Functional Behavioral Assessment (FBA) should be completed prior to the Team meeting 
to allow the Team to develop a Behavior Intervention Plan. . 

 



 31 

2.   Functional Behavioral Assessment/Behavioral Intervention Plan (BIP):  A FBA must be completed     
 ten business days after the removal that will result in the 11th day of suspension; the BIP must be 
 completed as soon as is possible following the FBA. Good practice allows for the completion of the 
 FBA prior to the tenth day of suspension. Teams should consider completing an FBA on or about the 8th  day 
of  suspension. After completion of the FBA, a Team meeting is held to develop a Behavioral 
 Intervention Plan.  The goal of a functional behavioral assessment is to understand why a student 
 misbehaves. What does the Team feel is the function of the behavior? What behaviors could be chosen  to 
try and redirect the student?  The Behavioral Intervention Plan should include instructions on how to 
 substitute problem behavior with replacement behavior. Please use the district form when completing 
 FBAs and BIPs. 

 
   3.   Manifestation Determination:  Upon the tenth day of suspension, a Team meeting must be called to  
         determine if the student’s behavior is caused by or related to the student’s disability. In making this 
         determination the Team must consider the following questions:  

• Is the student’s program appropriate? 
• Is the program being implemented? 
• Is the misconduct a manifestation of the disability? 
• Does the student have the ability to control the behavior? 

 If the misconduct is determined to be a manifestation of the student’s disability, the Team can consider  
      changing the IEP and/or the behavioral intervention plan. All other discipline stops. If the misconduct is    not 

a manifestation of the child’s disability, the regular discipline process is followed. However, FAPE   must be 
provided to students with special educational needs. Therefore, after the Principal completes the discipline  
process, the Team must meet to determine the appropriate services and determine where those services will be 
provided. All determinations are provided to parents/guardians in writing along with a copy of the Parent’s  
Rights  Brochure informing the parents of their due process rights under special education regulations.  

 
4.  Alternative Educational Setting: In cases of a dangerous weapon, drugs at school, or assault on a staff  
     member relative to MA General Law chapter 71 section 37H and 37H1/2, the Principal and/or Special  
     Education Team may place a student in an alternative educational placement for up to 45 days. The Principal 

  and Administrator of Special Education work with the Team to determine this placement. If a         
parent/guardian rejects the alternative educational setting as a placement, the matter will be referred to the 
BSEA for   resolution.  

 
5. “Stay-put” provision: Parents may request a due process hearing, which invokes “stay-put”, freezing the  
      placement during the period of time it takes to have an expedited hearing with the BSEA.     
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UNION #31 AND SILVER LAKE REGIONAL SCHOOL DISTRICT 
 

Disciplinary Steps for use with student protected under Special Education Regulations 
 

More than 10 school days of removal 
from current placement in an IEP period  

 
IEP Team Meeting 

                                                                             ↓ 
 

1. Functional behavioral assessment/review behavior plan 
 

2. Provide parents notice of rights 
 

3. Manifestation Determination  
 
                ↓             ↓ 
 
       Manifestation     No manifestation 
      Yes 
                 ↓            ↓ 
 
       No suspension/   Disciplinary hearing resulting 
      expulsion hearing                             in suspension/expulsion 
 
                  ↓            ↓ 
 
         IEP Meeting           IEP revision to continue FAPE 
 
                   ↓ 
Does IEP need revision? 
 
                   ↓ 
 
Change of placement? 
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UNION #31 AND SILVER LAKE REGIONAL SCHOOL DISTRICT  
DEPARTMENT OF SPECIAL EDUCATION 

Manifestation Determination 
 
Student: ___________________________ SASID: ________________ Date: ________________ 

School: _______________________  No. of cumulative suspension days to date this school year: ___ 

 

********************************************************************************************************* 

IEP team members and other qualified personnel conducting this review: 
Parent___________________________________ Evaluation specialist: ______________________ 
LEA representative: _______________________    other: ___________________________________ 
ESE teacher: _____________________________       other: ___________________________________ 
Regular education teacher: __________________       other: ___________________________________ 
 
********************************************************************************************************* 
 
The following has been reviewed: 
 
 
___  Infraction for which suspension has been recommended        ____ Student account of incident 
___ Witness(s) account of incident     ___ Parental information      ____ Evaluation & diagnostic results 
___ Discipline                                      ___ Confidential file             ____ Current IEP 
___ Observations                                 ___ Other relevant information ____________________________ 
 
 

In accordance with Sec. 300.532(d)(2), the following have been considered: 
 
  1.  In relationship to the behavior subject to disciplinary action, is the student’s IEP and current placement appropriate and were the 
special education services, supplementary aids and services and behavior intervention strategies provided consistent with the student’s IEP 
and placement?  
  Consensus of the IEP team:  ___ Yes ___ No (if no, then the team may NOT determine that the behavior was not a manifestation.) 
 
  2. Given the student’s disability, was the student able to understand the impact/consequences of the behavior? 
  Consensus of the IEP team:  ___ Yes ___ No (if no, the behavior is a manifestation.) 
 
  3. Given the student’s disability, was the student able to control the behavior? 
  Consensus of the IEP team:  ___ Yes ___ No (if no, the behavior is a manifestation.) 

 
DECISION: 
 
____ The IEP Team determined that ALL of the standards in Sec. 300.523(d)(2) were met (“Yes” on items 1,2 and 3).  The behavior is 
considered NOT TO BE A MANIFESTATION OF THE STUDENT’S DISABILITY.  The student may be disciplined as a regular 
education student; however, educational services must be provided to enable the student to continue to progress in the general curriculum, 
although in another setting, and to continue to receive those services and modifications, described in the child’s current IEP, which will 
enable the child to meet the goals set out in that IEP. 
 
____ The IEP Team has determined the following standards (listed in the above box) in Sec. 300.523(d)(2) were not met. 
 
 Item #1___________  Item #2___________  Item #3___________ 
 Therefore, the behavior MUST be considered a MANIFESTATION of the student’s disability and a suspension/      
               exclusion may not occur. 

If the parent(s) disagree with the determination that the behavior was not a manifestation of the disability or disagree with the 
placement decision, the parent(s) may request and receive an expedited due process hearing.  The parents must have these rights explained 
to them.  The school should contact the Administrator of Special Education to arrange for the expedited hearing.  
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Consideration of Vocational Educational Services for Students with 
Special Education Needs 
According to Massachusetts Law each school must ensure that students with disabilities have available to them “a 
variety of educational programs and services available to non-disabled students, including art, music, industrial arts, 
consumer and homemaking education and vocational education” 
When considering the vocational needs of a student with special educational needs, a Team must be aware that: 

• Vocational education is not exclusively the responsibility of vocational schools. 
• IEPs for students with disabilities must address vocational education needs and services based solely on the 

needs of the student. 
• IEP Teams do not have the authority to make placements in vocational schools. 
• Public schools must address needs related to vocational preparation or experience. 
• Vocational schools must provide appropriate education and special education services. 

When a student is found to be in need of vocational services, the Team Liaison should work with the guidance 
counselor in charge of vocational services as well as the Administrator of Special Education to procure the 
appropriate services.  
 
Transition from School to Adult Life 
Success in adult life is a goal we have for all students.  Depending on the disability and the support services 
required in adult life, successful transition from high school to adult life may require that planning activities begin 
in elementary school with students exploring their interests in middle school.  Starting the process early prepares 
students with disabilities to think about what they want to be able to do in adult life.  In high school, transition 
planning includes exploring post-secondary opportunities and employment options, living arrangements, social 
supports, and community access.  It may include connecting with the adult service agencies that may provide them 
with services when they graduate school or turn 22 years of age. 
 
Transition Services – begin at age 14 or earlier and update annually 
Recognizing the need for students with disabilities to engage in transition planning, the Individuals with Disabilities 
Education Act (IDEA) requires that transition planning to be part of the Individualized Education Program (IEP).  
Students must be invited to all educational meetings and allowed to participate actively when transition planning is 
discussed. Transition needs must be stated on the IEP. 
 
Linkages to Post School Options – provide transition services by age 16 or earlier and update annually 
By age 16, the IEP’s of all students must include a post secondary school vision statement as well as identify the 
transition services necessary to support that vision.  IDEA defines transition services as…”A coordinated set of 
activities for a student, designed within an outcome-oriented process, that promotes movement from school to post-
school activities, including post-secondary education, vocational training, integrated employment (including 
supported employment), continuing and adult education, adult services, independent living, or community 
participation.  The coordinated set of activities shall be based upon the individual student’s preferences and 
interests, and shall include instruction, community experiences, the development of employment and other post-
school adult living objectives and, when appropriate, acquisition of daily living skills and functional vocational 
evaluation.” The transition services must be stated on the IEP. District Transition Plans must be completed for 
every secondary student in need of special education and are added to the Special Education File with annual 
review and updating.  
 
Age of Majority – transfer of parental rights to student at age 18 
In Massachusetts, regardless of the severity of their disability, students are considered adults and competent to 
make their own decisions at age 18 (Age of Majority).  Unless there is a court appointed guardian or the student has 
chosen to share decision making with his or her parent, the school district must seek the consent of the student to 
continue the special education program.  Students at age 18 have the right to make their own educational and  
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medical decisions and must sign all consent forms.  Parents and students must be notified about the transfer of 
parental rights to the student at least 1 year before the student turns 18 years of age. Please document the status of 
each student on the IEP as well as on the district Age of Majority form, collecting the required signatures. For 
students who have been assigned a legal guardian, please add a copy of the court document to the student’s file.  
 
Interagency Collaboration – develop supports and services necessary for adult life 
The adult service system is complex and understanding it is essential for effective transition planning.  When 
students with disabilities graduate from school or turn 22 years of age, they move from an entitlement to a non-
entitlement system.  While in school, students receive services and supports mandated  by federal and state law.  
As adults, while they may be eligible for service from adult service agencies, these services are not an entitlement, 
which means they are subject to the availability and funding of services.  Consequently, it is essential that 
educators, parents, and students understand the adult service system years before adult services need to be accessed.  
It is a sound practice to invite adult service agencies to speak to groups of students and individuals who live and 
work with students with disabilities in order to understand and begin the eligibility processes specific to each 
appropriate agency as well as the services that are available to adults with disabilities. 
 
Adult Services – make Chapter 688 Referrals and General Referrals 
For students with severe disabilities, a Chapter 688 referral should be made to ensure that students who will require 
ongoing supports and services from one or more public agency are part of the eligibility process for receiving 
services and supports as adults.  For other students who require fewer supports and services and may not meet the 
eligibility requirements for Chapter 688, a general referral for services can be made to adult service agencies. Once 
agencies are identified, representatives should be invited to Team meetings in an effort to plan and develop Adult 
Service Plans.  

Assignment of an Educational Advocate 

In accordance with special education regulations, the School Committee is responsible for notifying the State 
Division of Special Education in writing when parents' whereabouts are unknown or if the child is in the custody of 
a state agency and parents do not have educational decision-making rights.  Using the state's "Educational Advocate 
Referral Notice" form, a request can be made for assignment of an educational advocate. Once assignment is 
received, the educational advocate should be invited to all Team meetings for the student.  
 
Progress Reports 
Progress reports are sent home as often as regular education report cards. 
It is the liaison’s responsibility to send home the progress reports of all service deliverers. 
It the responsibility of service deliverers to give the progress reports to the liaisons in a timely fashion. 
Progress reports are to contain a narrative statement of the student’s meaningful progress toward meeting the stated 
goal. A statement about the student’s ability to meet the goal within the stated IEP period must be included. If a 
child will not meet the goal, a Team meeting must be called and the Team should consider adjustments to the IEP to 
assist the child in making meaningful progress. Complete, well-written progress reports assist students, 
parents/guardians and staff in the determination of effective progress.  
Copies of progress reports should be maintained in student Special Education Files.  

Defining and Measuring Effective Progress 

A.   Defining Effective Progress 

In accordance with Mass. Dept. of Education Eligibility Guidelines for Special Education it is important that the 
Team understand what the disability is and how it manifests itself in a student's school performance.  "To progress 
effectively in regular education" is the standard by which the Team is expected to judge whether or not a disability 
is affecting the student's educational performance.  DOE defines “progressing effectively” in general terms, 
recognizing that student development and growth encompasses many knowledge and skill areas:  to make 
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documented growth in the acquisition of knowledge and skills, including social/emotional development, within 
regular education according to chronological age and the individual educational potential of the child.  (For the 
purpose of this definition, regular education includes early childhood, preschool, academic, non-academic, and 
vocational programs and activities.) 

The Team members must use all assessment data, their knowledge of the child and the school's curriculum to 
determine whether or not the identified handicap will be an impairment to the student's performance. 

B.   Measuring Effective Progress 

Union #31 and Silver Lake Regional School District has a wide assortment of assessment criteria that may be used 
to determine whether or not a child is making effective progress.  No one single measure should be used to make 
this determination.  The following list identifies the most common means available to measure effective progress. 

- Portfolio assessments                                               - Baseline data collection 

- Quarterly grades                                                       - Progress reports 

- Psychoeducational assessments              - Pre- and post-academic testing 

 - Initial and re-evaluation data                                   - Ongoing written observations 

- Daily /weekly student logs                                       - Observations by staff 

- Homework completion                                             - Feedback from students 

- Feedback from parents                                             - Developmental checklists 

- Disciplinary assessments                                         - Student journals 

 - Counselor’s assessments                                         

- Clinical observations                                                 

- Written language samples 

- Integration grids 

- Other, as determined by the child’s SPED Team 

C.   Defining Individual Potential: 

Each Team should strive to focus on what a child CAN do within the school setting.  The Team should identify 
specific strengths of the child and assist the parent in defining the child's learning style.  While chronological 
expectations must be considered, the Team should be sensitive to appropriate developmental guidelines. Parent 
goals for a child should be solicited at Team Meetings, to assist the Team in prioritizing what acquisition of 
knowledge and skills or social and emotional developments are priorities. 
 
Extended School Year Programs 

Extended school year programs are described under state and federal special education requirements and have been 
further interpreted through case law and through advisories issued by the U. S. Department of Education, Office of 
Special Education Programs (OSEP). 

These procedures are intended to provide our school district with an overview of the basic requirements for ESY 
programs.  All children "regress"--lose progress, forget, revert to previous behavior--to some extent between school 
years.  It must be determined whether a child's regression would likely be substantial, and whether the child would 
require a greater than usual time to "recoup"--to get back to the level the child had achieved before a break in 
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service. 

At least once annually the child's Team must consider the need for an Extended School Year (ESY) Program and 
record its determination in the IEP. The child's Team should not put off a determination to offer ESY programming 
until the end of a break in service (i.e., summer vacation).  The Team must consider the need for such services prior 
to the beginning of the break in service by anticipating whether substantial regression and problems with re-
coupment will occur in the absence of ESY services.  For children who qualify, ESY programs should be a 
continuation of the education benefits that accrue to a child during the regular school year and should be consistent 
with the child's IEP goals and objectives addressed throughout the regular school year.  ESY programs may not be 
limited to children with special needs in certain program prototypes (e.g., substantially separate settings) or to 
children with certain types of special needs.  Decisions about ESY programs must be made on an individual basis, 
taking into consideration the unique needs of the child.  These services will be provided at no cost to the child's 
parent. 

Federal special education regulations under the Individuals with Disabilities Education Act (IDEA) do provide for 
"recreation programs" as related services.  Therefore, an ESY program may consist of, or include, a recreation 
program.  As with all special education services, goal(s) and objectives for a recreation program must be included 
in a child's IEP. 

A child's difficulties with "re-coupment" can be considered to be an aspect of "significant regression".  Specifically, 
significant regression and re-coupment consist of the following inter-related elements: 

(1)  The loss of performance levels that were attained before a break in service. 

(2)  The child's limited learning rate, which lengthens the amount of time the child requires to review and/or relearn 
previously attained objectives. 

(3)  The fact that the time for that child to accomplish such re-coupment is greater than the period of time the school 
district allows all other children for review and/or relearning. 

Any decision regarding needed ESY programming must take into account the child's history of significant 
regression and limited re-coupment capability.  In other words, a child's Team must look backward and forward 
when considering the need for ESY programming. 

In addition to significant regression and/or limited re-coupment, the Team should consider: 

• The degree of the child's impairment. 

• The parents' ability to provide structure at home. 

• The child's rate of progress. 

• The child's specific behavior and/or physical problems. 

• The availability of alternative resources. 

• The child's ability to interact with non-special needs children. 

• The specific curricular areas in which the child needs continuing attention. 

• The vocational needs of the child. 

• Whether the service requested is "extraordinary" rather than usual in consideration of the child's condition. 

Only when all factors are considered together by the child's Team, can a determination be made as to how much 
service if any, will be offered. 

When there is no previous record of a child's substantial regression after a significant break in service, a Team 
should still consider the need for an ESY program if the following circumstances are present: 
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• There is lack of progress in meeting short-term objectives over two marking periods, resulting in little or no 
progress made over the school year, and/or 

• There are significant regression/re-coupment problems over short-term vacation periods or other breaks in 
the school year. 

ESY programs may include special education and/or related services and must be specified on the IEP.  Since ESY 
services are proposed in order to avoid substantial regression, the portion of the child's IEP for ESY services may 
differ somewhat from the portion of the IEP that governs the provision of services for the regular school year.  The 
U.S. Department of Education, Office of Special Education Programs, has indicated: 

It is ..... reasonable for an extended school year IEP to concentrate on:  (1) the areas in which the child may 
experience regression, or (2) skills or programs that are not academic but are needed so that regression does not 
occur in academics. 

As in regular school year placements, the principles of Least Restrictive Environment (LRE) apply to the provisions 
of ESY services.   

If the TEAM makes a determination that a child needs ESY, the Chairperson is responsible for notifying the 
Administrator of Special Education no later than ten days from the meeting date, with the request for specific 
services.  The request should be in writing with a copy of the ESY services defined on the new IEP.  Except for 
emergency situations, all ESY requests should be provided to the Administrator of Special Education no later than 
March 1 of the school year. 
 
Private / Parochial /Other School Students 
These procedures shall in no way inhibit children who are attending private or parochial schools from receiving 
special needs services.  It is incumbent upon school Principals to direct requests for these services to the special 
education Team. All referrals follow the same process as for students attending our schools. The Team will 
determine eligibility and services will be offered as if the child were attending one of the district schools. A 
representative, preferably the child’s teacher shall be invited to the Team meeting. Services can be offered in a 
variety of ways from the child attending a district school for direct services to consultative services to the family, 
child or private school staff. Union #31 and Silver Lake Regional School District shall offer, on an annual basis, the 
opportunity for representatives from the private schools to meet to discuss the provision of services. A plan will be 
developed with this input. In place of an IEP, a service plan will be offered to students requiring such. All students 
attending private schools are to be tracked for provision of services, annual reviews and three- year evaluations by 
the Liaison. All meetings and regulations apply as far as timelines etc. Please refer questions to the Administrator of 
Special Education.  
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                                    REQUEST FOR WAIVER OF ASSESSMENT(S) 

34 CFR 300.533(d); 603 CMR 28.07(2) 

 
To:    _________________________________________________________________________________  

           Parent, Guardian, Educational Surrogate Parent, Student 18 and over 

Re: _____________________________________________              DOB:__________________________ 
           Student’s Name 

Date: ____________________________________________ 

Special education regulation states that school districts should avoid unnecessary duplication of assessments.  Therefore, after the  
Team has carefully reviewed your child’s school record for information that reflects the status of your child’s disability(ies) and/or  
student performance, the school district recommends the following assessments be waived:    

              
Type of Assessment: Reason for Waiver Recommendation: 
  

 
 
 

  
 
 
 

 
 
 
 

 

It is important that the school district knows your decision as soon as possible.  Please indicate your response by checking one (1) 
box below and returning a signed copy to the district.  If you do not agree to waive the above assessment(s), the school district is 
obligated to complete the noted assessment(s). Thank you. 

  
 I agree to waive the assessment(s) listed above. 

 I agree to waive only the following assessment(s):  

_______________________________________________________________________________________________________ 
Type of Assessment(s) 

 I do not agree to waive the above assessments. 

__________________________________________________________________________                ____________________ 
Signature of Parent, Guardian, Educational Surrogate Parent, Student 18 and Over*                                          Date  
*Required signature once a student reaches 18 unless there is a court appointed guardian.    
 

 
Directions to School District Staff: Please remember that the Team (34 CFR 300.344) and other qualified professionals must 
review existing evaluation data on the student and that a student may not be determined ineligible for services unless a 
reevaluation is completed.  Please use this form in conjunction with N1 – School District Proposal to Act.  N 1 should list the 
assessments that are recommended for completion.     

 
 
 
If you have any questions regarding this information, please contact the special needs office at (781) 585-4382 
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School District       
School District       
School District Contact       

 

Special Education Eligibility/Initial and Reevaluation 
Determination 
Student       DOB:       ID#:       Date:       

 

A. Proceed through the flowchart until an eligibility determination is 
reached..  

B. Answer this question for all 
students. 

    

no 
Is parent satisfied with school evaluation? 

 

                 ?          ?  

    yes ¦       no ¦   

yes  no  

 

Student is not eligible 
for Special Education but 
may be eligible for other 
services in other 
programs. 

 

If yes, indicate disability 
type(s): 

 

1. Does the student have one or more 
of the following types of disability? 

• Autism  
• Developmental delay  
• Intellectual  
• Sensory:Hearing, Vision, Deaf-Blind 
• Neurological 
• Emotional 
• Communication 
• Physical 
• Specific Learning 
• Health 

KEY EVALUATION FINDINGS  
AND/OR NEXT STEPS 

yes  

 

      

 

  

 

   
yes 

 
2. a) is the student making effective 

progress in school? 
(For reevaluations: Would the 
student continue to make progress 
in school without the provided 

 

  

 no  

 

 

 

no 2. b) is the lack of progress a result 
of the  student’s disability?  

  

yes   

Student is not eligible 
for Special Education but 
may be eligible for 
accommodation(s) for 
disability(ies) under 
Section 504 of the 
Rehabilitation Act or 
may be eligible for other 
services in other 
programs. 

 

no  
 

 

 
 

2. c) does the student require 
specially designed instruction in 
order to make effective progress in 
school or does the student require    

      

Continue 
forward as 
previously 
discussed. 

Discuss 
Extended 
Evaluation and 
rights to an 
Independent 
Educational 
Evaluation. 
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yes  

   

   
THE STUDENT IS ELIGIBLE FOR 

SPECIAL EDUCATION.  

 

 

 
 
MCAS Participation 
All students registered in Union #31 and Silver Lake Regional School District are required to participate in MCAS 
testing as well as other district and federal required testing. This includes students identified with special 
educational needs. There are no exemptions or waivers. For students with individual educational plans, the special 
education Team will determine how the child will take the MCAS, the accommodations that may be necessary to 
take the MCAS, or in very few cases, whether an alternate assessment is necessary. All decisions will be recorded 
on the student IEP in the proper places. Standard and non-standard accommodations may be used as they relate to 
the instruction the child receives in the regular classroom and so noted on the student IEP. Prior to the 
administration of the MCAS, the Team Chairperson/Liaison shall notify the school administration of the 
accommodations needed for students. The Administrator shall insure that the accommodations are provided. All 
scores shall be reported to parents/guardians in the same manner as for other students. 
 
For students attending out-of-district placements at collaborative, private, or other placements at public expense, the 
student shall take the MCAS at the placement under the requirements identified on the IEP. The out-of-district 
placement shall indicate that the child’s district is Union #31 and Silver Lake Regional School District in an effort 
to insure that the scores are reported to the Silver Lake Regional School District. All scores shall be reported to the 
parents/guardians in the same manner as other students. 
 
Upon receipt of MCAS scores and data, the special education staff shall analyze student strengths and weaknesses 
in relation to the student’s access to the general curriculum, special education needs and future IEP goals and 
objectives for inclusion in the IEP. Additionally, special education students in need of assistance in passing the 
MCAS will be referred to and encouraged to attend district MCAS after school, summer and school day support 
programs.  
 
Students who receive a “failure” or “warning” rating on the MCAS tests are eligible for another plan entitled, 
Student Success Plan, which addresses how the District plans to assist the child in meeting the passing MCAS 
score.  This plan exists at the same time as the IEP. 


