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TO THE READER

The passage of the Education For All Handicapped
Children iVt (P.L. 94-142) and Section 504 of. the
Rehabilitation Act of 1973 (P.L. 93-112, as amended)
reaffirmed how important it is for parents to be informed
about, involved in; and in agreementkvith the important
educational decisions affecting their children.

As an SEA or LEA specitil education administra-tor.
you have been-concerned for several years with develop-
ing policies and procedures to facilitate parent com-
munication and involvement...This liooklet is designed to
help, you review and evaluate those policies and pro-
cedures. Specifically, it will help you:

determine whether your written notice and consent
practices provide the information parents require to be
fully informed; and
develop methods of interpersonal communication to
facilitate parents full involvement and participation.

Toward these ends, this bookcei- has been organized into

three major sections: an introductory section, THE.,

BASICS; and two sections- focusing on the most complex
stages in the special education planning process, THE
PREPLACEMENT EVALUATION and THE INITIAL PLACE-
MENT.

THE BASICS summarizes the due process provisions of
P.L. 94-142 and discusses the important role interper-
sonal communication plays in meeting the information
needs of parents and school. This section also spells out
the occasions when written notice and consent are re-
quired, and sets forth the general content and format re-
quirements for written notice and consent.

The sections on ,THE PREPLACEMENT EVALUATION and
THE INITIAL PLACEMENT &SCAM the significance of the
activities surrounding tbese two events and list the infor-
mation needs of parents and school at these times. You
will also find (1) checklists of criteria for satisfying the
writtep notice and consent requirements at each stage,
and (2) sample agendas for structuring parerit/sehool
conferences to satisfy parents' information needs.

g
This prokl was funded at least in part with federal fund.s from the Department of Edudation under Contract
No. 300-78-0558. Tlw contents of this publication do not necessarily reflect the views qr policies of the Depart-
ment pf Educotion. nor doeseention of trade names, commercial products, or organithtions imply endorsement
bg the U.S. Government.
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Due Process

THE BASICS

The due process provisions of P.L. 94-142 require that
parents be fully informed-about and consent to important
decisions related to the special education of their
children. Moreover:they prescribe that parents be given
the opportunity to participate in the decision-making
procem. And, in cases where parents disagree with what
is proposed. the law guarantees procedures for resolving
conflicts.

The intent of these provisions is that you and parents
together will decide whether a child needs the help of a
special education program and, if so. what the nature c)f

:that program will be.

Information Exchange

This joint decison-making process necessitates an open
and complete exchange of information between you and
parents. In general, the informatkm that must be shared
in this cooperative effort to plan the educational program
of a handkapped child can be clustered into six main

areas. Some of this information must be included within
ttee written notice and request for consent. When such
notices and requests for consent.are carefully drafted,
attractively formatted, and comprehensive in coverage,
they can go a long way toward providing parents with
the information they need to give their informed consent.

INFORMATION NEEDS OF PARENTS AND SCHOOL

The Nature of the Child's Educational Problems
and Needs
The Nature of the Educational Action, Program
or Seryice to be Provided
The S-pecial Education Planning Process
Parent/Child Bights and Procedural Safeguards
Logistics and Other Information to Facilitate
Parent Involvement in the Decision-Making
Process
Resources Available Outside the School

Parents Must:

Reieive

Give

Have the
opportunity for

Be infornwd
in writing of

DUE PROCESS PROVISION'S OF P.L. 94-142

WarrrENI NOTICE of (1) the intent or refusal to in-
volve a child in the special education process
through identifkation, evaluation, placement, or
provision of spedaLeducation services, and (2) any
changes in the student's program or placement.

WarrrEN CONSENT before a child is initially' .

evaluated or placed for the first time in u special
education program.

PARENT PARTICIPATION in the meeting at which their
child's IEP ig developed or reviewed.

PARENT RIGHTS, including the right to examine their
child's school records, request an independent
evaluation, and initiate a due process hearing: and
STUDENT RIGHTS, including confidentiality of
records, fair and nondiscriminatory %evaluation,
and placement in the least restrictive enkironment.

Schools Must:

Provide

Obtain

Facilitate

Notify parents
in writing of



Interpersonal Communication

However, written materials can never replace iwrsonal
contact as a means of conveying concern, understanding.
and support. Nor do they p as great an opportunity
to interpret technical inf rmation id to address specific
questions related to a particular ild and his or her
needs. Personal contacts also all you to respond im-
mediatdy to questions and p oblop situations', and
taeditate tht: active invokemen of parents and the for-,
mation of a close rapport betw you and parents.

For these reasons. most sch s supplement written
notke and consent with -Various forms of personal com-
munication. One of the most commonly used and most
effectne is the parentischool conference. The use of such
conferences when making initial special education deci-
snails is an ideal way to share information about the pro-
posed action and parenb' rights. discuss questions and
cmwerns. and in these ways ensure parentS are prepared
to make a responsible decision about their child's ftiture
education. Parentischool conferences should be ruc-

tured so that parents are provided with all the necesSary
information and given full opportunity to participate and
ask questions. Meeting agendas or checklists can be veil
helpful, especially &they indicate:preparatory actiVities
and provide space for noting parent concerns.

It is true that scheduling conferences. preparing agen-
das and checklists, and taking other active measures to
help parents exercise their rights and responsibilities may
b demanding and time-consuming. In the king run,
however, most schools find that the benefits of informed
and active, parent involvenwnt far. outweigh the costs.
For example. schools gain access to the unique practical
and personal infremation that parents have about their
children.. Problems can be identified and resolved before
they reach the crisis stage. And, most important. When
those persons responsible for a child's formal education
and those overseeing the child's general development
work together us a team. the individual special needs of
the child are more likely to be nwt.

For these and other reasons, many schools provide
written notice and consent as part of an overall effort to
improve communication and establish cooperation.

2



DO YOU PROVIDE WRITTEN NOTICE THAT MEETS ALL THE CONTENT AND FORMAT REQUIREMENTS?

The due process provisions of P.L. 94-142 require
written notice whenever the school proposes to in-
itiate or change, or refuses to initiate or change, a
handicapped student's identification, evaluation,
placement, or program. The regblations further
'specify What content the written mitice must con-

tain, and establish requirements'regarding how the
notice must be formatted and delivered.

Use the following list to determine whether your
notices satisfy the general content and yfavnat re-

quirements.

GENERAL NOTICE REQUIREMENTS

Content

Thee notice must contain:

A description of the proposed or refused action.
An explanution for the proposed or refused action.
A description of.anyoptions that were considered and
the reasons why those options were rejected.
A description of each evaluation prteedure, test,
record or report used as a basis for the proposed or
ref used act fun .

A full explanation of 'all the procedural safeguards
available to parents and children. These are:

opportunity to examine records
independent educational evaluation
prior notice of evaluation and
reevaluation

written consent to preplacement evaluation
prior notice of program/placement change
written consent to initial placement
impartial due process hearing Mid appeal
fair and nondiscriminatory evaluation
placement in the least restrictive envirm t

confidentiality of records,

Format

The notice must be:

Written in language understandable to the general
public.
Provided in parents native language or other mode of

communication used by
parents.

3



DO YOU REQUEST CONSENT IN A WAY THAT MEETS ALL THE CONTENT AND FORMAT REQUIREMENTS?

Written consent is required prior to the preplace-
ment evaluation, initial placement, and release of
records. Like the written-notke. the written request
for consent must incorporate cer_tin basic informa-
tion and follow certain format guidelines.

Use the folloteing list to determipe whether your re-
quests for emisent are consistent with the content
and format requirements.

GENER6L CONSENT REQUIREMENTS

Content

The request for consent must contain:

A statement that parents have been fully informed of
all information relevant to the proposed actiOn.
A statement that parents understand and agree in
writing to the proposed action.
A description of the activity to which parents are
consenting.
A list of records (if ansi to be released and to whom.
A statement that parents understand granting consent
is voluntary.

A statement that parents understand consent may be
revoked at any time.

Format

The request for consent must:

. Be written in parents' native language or m de of com-
munication.
Provide a place where parents can indicate they do not
consent.
Provide a place for a parent's signature.
Provide a place fr the date.

THE PREPLACEMENT EVALUATION

The initial evaluation is preceded by a series of events
through which parents are informed that their child has
learning problems serious enough to warrant a compre-
hensive, individual educatkmal evaluationone out-
come of which might be designation as a handicapped
student and placement in a special education program.
These events clearly have great significance for a handi-
capped child, since they lay the groundwork for identify-
ing and meeting his or her special educational needs.

'They also have special meaning for the child's parents
and for their relatiokship with the school.

In many cases, the letter, phone call, or meeting in
which parents are first informed of the school's proposal
to evaluate thgir child may be the parents' first formal
contact with the special education proceSs. Even if

4

parents have been aware of their child's problems and
have discussed these with the school previously. the
.actual formal notice may still cause concern:

To schools, the evaluation may be a routine matter;
to parents. it is not at all routine.

From this point on. parents will be receiving informa-
tion of many kinds: about tests their child wi I be given
and the results .of those tests; about their ild's par-
ticular disability and its consequences ,for the child's
future: about their legal rights and those of their child.
For some parents. this information may at times seem.
technical or difficult to understand. Yet parents must
understand this information jf they are to decide what is
best for their chili,,4.



The initial esaluation stage is critical for preparing
parents to assimilate new information and make in-
for miul, decisions.

beca.use they occur so early in the special
education planning process, 'the activities surrounding
the initial evaluation set the tone for future interactions
between parents and school. They offer school personnel
the opportunity to initiate a two-way. cooperative rela-
tionship w ith pareuts. and to create an atmosphere in

cts and feelings can be explored openly and deci-
sions nw e ointl

Th vav in which notice and consent are provided
at this time can laY the groundwork for a mutually
satisfying and productive relationship between
parents and school in the future.

flow you approach and respond to parents at this point
will tell parent% whether or not you are interested in their
child. sympathetiF to their concerns, und open to their
ideas and opinions. Providing notice and requesting con-
sent in a complete and considerate manner can prevent

,many later hours o*f frustration. mistrust; and antagon-
ism. It can determine whether parents see you and
themselves as allies or adversaries.

IS THERE A COMPLETE EXCHAVE OF INFORMATION BETWEEN YOU AND PARENTS REGARDING THE

PREPLACEMENT EVALUATION?

In making the decision as to whether or not a par-
ticular child should undergo a comprehensive
evaluation, both you and parents have information
to contribute and information to collect. As out-
lined in the two checklists that follow, sonie of this
information must be proVided in the wilitten notice
and request for. consent The sample agenda that
concludes this section illustrates how additional im-

portant information can- be covered at a preplace-
went evaluation parentischool conference.

Use the following list to make sure 11014 have-pro-
eedures for informing parents futly about the
preplaeement evaluation and for allowing tlwm to
share their knowledge and views with yow

INFORMATION NEEDS OF PARENTS AND SCHOOL AT THE TIME OF THE
PREPLACEMENT EVALUATION

The Nature of the Child's Etcational Problems
and Needs

Information provided by school

Who referred the child
Tests, records. reArts. problems. or other
cumstances that led 40 the referral

elF-

5

Educational tictkms already undertaken to assist the
child
Other educational actiOns, that might still be under-
taken
Who will happen if parental consent to evaluation is
withheld
School's perception of child's problem



Information provided by parents

Child's edunational,medical, and developmental
history
Child's behavior and habits at home
Child's neighborhood and other social relationships
ChiW's general attitude, personal interests, and non-
academic skills
Parents' and child's perceptions of the problem

The Nature of the Educational Action. Program
or Service Proposed

Information provided by school

The tests. records, reports, and other procedures that
will bc used to evaluate the child. and the purpose of
each
Date, time. location, length, and name of the super-
s.e.or of tile evaluation sessim(s)
How parents can prepare the child for the evaluation

Information provided by parents

Flow the child may bdiaveireact during an individual
comprehensive evaluat ion
Tests or other procedures that parents would like added
to or dropped from the ev aluation

The Special Education Planning Process

Information provided by school

What happens to the child before ond aft r the evalua-
tion
When and h str parents will find out about the., results
of the evaluation
What programs and services areavaitable for children
with speeial needs

Information provided by parents

iiw parents would like to be invoked in the planning
process

Activities that might help aparents perform their
desired role .

Kilos% ledge about and attitudes toward special educa-
tion

Parent/Child Rights and Procedural Safeguards

Information provided by school

Parents' right to withhold consent to the evaluation or
withdraw it later
Parents' right-to request- aim Independent-educational- -
evaluation

4'4:4
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Parents' right to request a due process hearing
Parents*.right to review the child's records
The child's right to a fair and nondiscriminatory
evaluation
The child's right to placement in the least restrictive.;
environment
Confidentiality of the child's records

Information provided by parents

Whether 'parents grant or withhold consent
evaluation and why

to the

Logistics and Other information to Facilitate Parent
involvement In the Decision-Making Process

information provided by school

Name and phone number of a school contact Orsori

Time and location of meeting(s) to discuss the need for
evaluation

Information provided by parents

What assistance parents need in order to participate in
the decision-making process

Resources Available Outilde the School

Information provided by school

Names of other parents who are willing to talk to
parents of students with similar neecks
Names of parent advocacy and support groups
Sources of an independent evaluation

Information provided by Parents

Names of individuals and clinics that have previously
conducted evaluations or other diagnostic procedures.
on .their child.

ARE YOU PROVIDING WRITTEN NOTICE OF THE PREPLACEMENT EVALUATION THAT MEETS ALL THE

LEGAL REQUIREMENTS'?

The following cheeldist includes content and format
criteria required by law means mandated by

94-142), as well as criteria implicit in prOfei-
sionally responsible practice.'

the this checklist to evaluate the notice of preplace-
ment evaluation you are currently roviding and, if

necessary, to develop a new or revised method of
providing notice. This checklist can also serve as the
basis for developing checklists of criteria for three
other reguired notices: notice of intent not to
evaluate: notice of reevaluation: and notice of in-
tent not to reevaluate.

CHECKLIST OF CRITERIA FOR
WRITTEN NOTICE OF PREPLACEMENT EVALUATION

Content

* 1 Does the notice describe the proposed
activity as a full and individual evalua-
tion of the child's educational needs?

* 2. Does the notice indicate that the evalua-
tion will determine whether or not the
child is eligible for special education ser-
vices?

0

* 3. Does the notice indicate that the ev
tion materials and procedures ar
and nondiscriminatory?

* T. Is there a description of the procedures.
tests, record; or reports to be used in the
evaluation?

* 5. Is there a dvIcription of the rationale for
the evaluation?.

6. Is there a description of what options to
an evaluation were considered and why
those optiuns were rejected?

7

Tiption of each evaluation
proc ure, test. ird. or rej ort used as
a basis for the decision t ate?

4 J



* 8. Is there a full explanilion of all the pro-
cedural safeguards available to parents
and students? These are:

a. obpOrtunity to ettmine .records
b. independent educational evluation

c. prior votive of evaluation

& written consent to preplacement
evaluation

e. prior notice of program/placement
and program/placement change

1. %ripen consent to initial placement

g. impartial due process hearing and
appeal

h. fair and nondiscriminatory evaluation

I. placement in the least restrictive
environment

j. confidentiality of records.

9. Is there an .explanation of the procedures
to be followed for parents to access their
child's records?

10. Is there an explanation of the cir-
cumstances under wbich an independent
evaluation will be at public expense?

11. Is there a description of the special
education process. including (a) the
sequence of events that will follow
the granting of consent to the
evaluation and (b) how an&
when parents will be in-
formed of the results of
the evaluation? 0

0

12. Is there an explanation of the reasons for
and importanceof parental involvement
in the evaluatio,n process?

13. Is there a description of the evaluation
date, time, place, length and peksons in-
volved?

14. Is" a school eontact person named or
another method such as a parent/school
conference suggested for parents- to
obtain further inforniation?

0 15. Are there suggestions for preparing the
child for the eValuation?

0

-0

16. Is there , a description of the special
education program 'and the
available to handicapped
students? ,

_

0

0

8 1 J.



Format

* 17. Is the nutiet written in language dialer-
standable the general public?

* 18. Is the i tice provided in the parent s'
nativt anguage or other mode of coin- .
mu: i anon used by parents?

19. I s the notice indicate the school's cow_
for the ('hild?

20. Does the notice convey a tone that
encourages parents' involvement?

21. D oes the notice establish that it is an
important educational document that
should be retained for future reference?

or, Is the notice attractive and easy to read?. '

Does the notice have a __persont
signature or other perstinal toluch?

23.

0

ARE-YOU REQUESTING WRITTEN PARENTAL CONSENT TO THE PREPLACEMENT EVALUATION IN
ACCORDANCE WITH THE LAW?

The following checklist includes content and fontat
criteria required by law otr means mandated by.
P.L. 94-142: t means suggested' by sound legal
practice). as well us criteria implicit in profession-
ally responsible practice.

Use this checklist to evaluate the tnetlfod you are
cturently using to request consent to tlw preyhjce-
ment ealuation and. it ncessary. to develop'a new
or revised method,

CHECKLIST OF CRITERIA FOR -
WRITTEN CONSENT TO PREPLACEMENT EVALUATION

Content
. -* 1. Does the ',request for conse: indicate

that parents have been fully informed of
all information relevant to a preplace
went evaluation?

2, Does the requmt for consent indicate
that parents understand and agree in
writing to the evaluation?

3. Does the request for consent describe the
activity to which parents-are consenting
Is a full and individual evaluation of the
'child's educational needs?

4. Dot5 the request for consent indicate
that parents understand the evaluation
will determine whether or not their child
is eligible for special education services?

5. Does the request for consent indicate
that parents understand and agree to the
*specific (if known) or general types of
procedures. tests, records or reports to be
used in the evaluation?

*. Does the request for ionsent list the
reCords (if any) to be released and to
whom?

9

7. Dom the request for consent indicate
'that parents understand granting
consent is voluntary?

* 8. Does the request for consent indicate
that consent may be revoked at any
time?

c

0
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Format

6. As the request for Ronsent written in
parents '. native language or mode of
coliununication?

* IV Is there a place on the req est for consent
where Nrentr can indicate they do not
consent?

11. Is there a place for parents signature on :

the -request for consent?

12. Is the requeSt for consent dated?

13. Is there a system by.-which parents' can
retain a copy of the request- for consent?'

14. Is the request for congent written in
language understandable to the general
public? A

CI
15. Does ,the request for consent provide .a

means for .parents to indicate they wish
Li furt her information or an individual

conference?

DO YPUR PREEVALUATION MEETING; PROVIDE AN OPPORTUNITY TO FULLY INFORM PARENTS ABOUT
THE PREPLACEMENTIVALUATION?

-, One wav to ensure that all important information.
iterniare covered at a parent/sehool conference is to
develop an agenda or checklist for use by the person
conducting the meeting. Below is .an outline, of
topics that might be covered at a parent/school con-
fec,ence to discuss the evaluation.

Use this outline- to prepare a 'detailed agenda or
checklist for conducting preevaluation conferences

-in your School or district: Make sure that opportuni-
ties exist to 'fulfill alrthe infortgation needs of both
parents and school.

1. Welcome

AGENDA FOR A PREEVALUATION MEETING

a. Appreciation for parents' attendance
b. Intkoduction of staff

. Orientaticih

h. Meeting agenda
b. Solicitation of parents' questions and comTents

3. Rationale for Evaluation

' a. General purpose and benefits
b. Specific reasons for referral, including child's level

of performance find previous atteinpts to help
student

4. 'Possible Outcomes

a. Eligibility
. b. Special education programs and services available

10

Description of Evaluation

4; Various tests and procedures inv
b. Examples of instruments and their purpose
c. Logistics, including who will administer the

evaluation, how long it will take, and how parents
will learn about the results

6. Parents' Role and Rights

a. Importance of parents' role
b. Specific' suggestions and logistics

involvement
c. Parents' rights

7. Conclusion

for parental
,

a. Review of meeting
b. Presentation of request for consent
c. Name of school contact person who can answer

further questions
d. Date and location of evaluation (if knoWn) or how

yarents
will be notified of time and place



THE INITIAL PLACEMENT

The events ,preveding a child's inNa1 placement in a
' special education program are significant for their extensive-
and detailed exchanges of information, multiple parent/
school interactions, and critical decision-making points.
The major activities involved are the discussion of -evalua-
tittn results, determination of eligibility, development of an
CEP, and selection of an appropriate placement.

Interpreting test results to piirents in 'a clear and rnean-
ingbil win can be a challenge. However, expkiining fully
thw purt)osc oethe test and the sn.tnifieance of the test scores

imPortant to prevent parental misconceptions abOnt what
a tt...st does and does not measure, what it reveals about die
child, and how reliable and accurate it is:

By putting testing into perspective, school staff pro-
vide parents with information they need to help
decide on an appropriate educational program and
placement for their child.

An important outcome of the evaluation process is the
determination of the child's eligibility for special, educa-
tion and. 4-elated to that, the child's handicap designa-
tion. Parents need to understand what their child's'
handicap designation is, what ii means, and how it was
determined. If parents express a preference for a differeut
classification, the scbool must be prepared to explain how
the test results support the classification proposed by the
school:

_

Because the issue of classification may be a con-
troversial one, parents. should be fully informed
about their child's handicap designation and its
implications;

The IEP is the most important document related to a

handicapped child's education because it defines the
educational programs- and services,that are seeded to
assist that student and enh4nce'histher behavioral and

.developmenq growth. Dialogue between parents aid
school staff is important during'the development of the
IEP because this.is an area in which parents may have
intech to contribute. Lf parents and school staff differ in
their ideas about what kind of goals or services are best
for the child, these differences must be resolved:

The importance of the IEP necessitates that parents
and school reach a point of mtitual agreement ahout
the content of this document.

After the IEP is developeO, a final decision regarding an
appropriate plaqement can ,be made. based on the two
broad principles of "appropriate- and east restrictive.-
Deciding exact v what constitutes an "alsipropriate" and
"least restrictiv placement for a particular student in-
volves comp)ex stions of judgment and calls for a full
and open exchange of information- between pagents and
school:

For these-and other reasons, it is important that
parents have an ...opportunity to learn all they can
about the pl ent proposed for their child and
become co foptble with it.

How smoot ly this prucess proceeds will deperaiin part
Appened earlier in the special education plan-

ning process. If parents have been prepared to understand
and accept their Aild's need4, and if an open and
cooperative relationship between parents and school has
been established, then it will be easier for parents to make
the final decision 'about their child's special placement.

1 I
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IS THAE COMPLETE EXCHANGE'OF INFKOFMATION 'BETWEEN YOU AND 'PARENTS
I t .

REGARDING THE INITIAL PLACEMENT?

.
As in the vase of the preplacenieta evaltiation. ina,k- 'grant- plannlog meking, ttir agyida concluding
ing decisions about a child's initial tyygram and this section illustr-ates
placement involves a two-way exchangAf informa-.
tion. Some of this information must be supplied Use the following che4list to make sudLymi ltavot,
through written notice and consent, as the follow- procedures foi. fully informing parents about the IFY
ing tw.iN cheddistis indicate. Other information " and initial placement and for assuring they have an

'needs can be satisfied within the 'context of a pro- opportunity to share their insights with you.

II4ORMATION NEEDS OF PARENTS AND SCHOOL
AT THE TIME OF THE !EP/PLACEMENT

The Nature of the Student's Educational Problems
and Needs

Information provided by school

Specific characteristics or behaviors measured by the
evaluation

ei Bow the varior sco es relate to eac other

How the child's te scores compare with those of other
children in the sari de, and with his or her scores
received from previous tests
What the scores mean in terms of predicting educa-
tional progress and long-tertn potential
What the results indicate are the child's educational
strengths and Weaknesses
What the child's special education classification is.
w hitt Jt means, and how it was determined

Information piovided by parents

Observations made of the child at home that support
or conflict with the evaluation results
Additional information from medical, educational
and other family records

The Nature of ttie Educational Acticin, Program or
Service to be Provided

Information provided by school

e purpose, content and use of the IEP document
Recommended goals and objectiVes for the child's IEP
Support services that will be needed to facilitate pro-
gress in each of the objectives

41k,

Who will be responsible Or each service: when', where
and for how long it' will be provid d
How the placement for the child as determined
How the proposed placement meets,the child's par-
ticular educational needs
How the proposed placement appropriate and in the
least restrictive environment fo that child
What practical considera or roblems the proposed
placement presents

12



-3

4.

. Information provided)*parentf ,
.,

4 Feelings about tlie 1E1' goar9, objectives, attserviees
suggesteci f3y die sthool.,e

.,

J.kciditiOnat gi)als ot.tjectives% and seryices for the',
'child's I.EP

-Preferejices. reg4rding- the, appropriate, placement for
.,_ the elm -

,, . .,, -b , i- ..

6.1 cluclitit4tiigg,Plitn0hes 4nd activitiei the imrents
Nine tried suc!cesquIll:.vith th'e chili at hilme -.

t

.

The Special Education Planning Process

Information provided by school

When the IEP will be revievved
What different placements the school system offers for
handicapped students
When the -child will be reevaluated

Information provided by pOtents

What future
role parents
wish to play
in the special
education
decision-making
procexs

Parent/Child Rights and Procedural Safeguards

Information provided by school

Parents' .right to an independent educational evalua-
tion
Parents right to examine all records and eviluation
results uSed to determine the child's placement
Parents' right to a due process hearing
Parents' right to withhold consent to the placement, or
to revoke it later
The child's right to receive a free, appropriate public
education in the least restrictive environment

The Auld's right to have all school programs and
facilities accessible to him or her

The child's right to have records kept confidential

13

.Information provided by parents

kether they want a copy of the 1E1' document
Wliether they grant ('n- withhdd consent to the place-
ment, and why

Logistics and Other Information to Facilitate Parent
Involvement in the Decision-Making Process 1

Information provided by school

Date, time, participants, and agenda of meeting(s) to
discuss evaluation results, develop the 1E1', and/or
determine placement
How parents can prepare for above meeting(s)
How parents can arrange to visit the proposed place-
ment (s)

How parents can support or extend the school's pro-
gram at home

Information provided by parents

Assistance parents need to enSure their presence and
participation at meetings



Resources Available Outside the School

Information provided by school

Parents of other students in the proposed placement
who are willing to discuss Ate placement

Books, periodicals, and organizations concerned with
the child's disability
Names of psychological, parent advocacy, and other
sutiport groups available to the parents

)

Recreational facilities available to the child
N./

Informatibn Provided by parents

Outside services and support the child is currently
receiving
Particular community services in whiob parents would
like their child to participate

ARE YOU PROVIDING WRITTEN NOTICE OrINITIAL PLACEMENT
THAT MEETS ALL THE LEGAL REQUIREMENTS?

necessary, to develop a new or t'evised method of
providing notice. This checklist can also be adapted
to serve as the checklist of criteria for other required
notices: notice of nonplacement; notice of change in
IEP andior placement; notice of termination of
special education services.

The following checklist includes6content and format
criteria required by law (* means mandated by
P.L. 94-142), as well as criteria implicit in profes-
sionally responsible practice.

Usc this checklist to evaluate the notice of initial ,

placement you are currently providing and, if

CHECKLIST OF CRITERIA FOR
WRITTEN NOTICE OrINITIAL PLACEMENT

Content

1. Does the notice descdbe the proposed
activity as placement in a designated
special educathin program for handi-
capped children?

2. Does the notice indicate that the place-
ment was selected from a continuum of
alternative placements?

3. Does the notice indicate that the place-
ment is based on the child's individualized
education program?

4. Does the notice describe the placement
as in the least restrictive environment?
This means:

a. to the maximum extent appropriate
with children yam are not handicapped

b. removal from the regular educational
environment occurs only when the
nature or severity of handicap is such
that education in the regular class
with the use of supplementary aids
and services cannot be achieved
satisfactorily

0

0
0 c. as close as possible to the child's home. 0

14



* 5. Is there a description of t e rationale for
the placement?

* 6. Is there a description of any options to the
propoted placement that were considered
and the reasons why those oPtions were re-
jected?

7, Is there a description of each evaluation
procedure, test, record, or report used as
a basis for the placement decision?

* S. Is there a fUll explanation of all the pro-
cedural safeguards available to parents?
These are:

12. Is there an explanation of the reasons for
and importance of parental involvement
in and support of the placement decision?

13. Is there a description of when the place-
ment will begin and the prerequisite entry

O procedures?

a. opportunity to i..xannne records 0
13. independent educational evaluation 0
c. prior notice of evaluation

d. prior notice of program/placement
and program/placement change 0

e. written consent toinitial placement 0
f. impartial due process hearing and

appeal

g. fair and nondiscriminatory evaluation

h. placement in the least restrictive
environment

i. confidentiality of records.

14. '4.s there a special education teacher or
other contact person named who can pro-
'vide more information on the-placement? 0

15. Is there an opportunity provided for
parents to arrange to visit the proposed
placement?

16. Is 'there a list of activities parentS might
O undertake at home to assist the child in

the proposed placement?

9. Is there an explanation of the procedures
to I3e followed for parents to access their
child's records?

Is there an explanation of the cir-
cumstances under which the indepen-
dent evaluation will be at public ex-
pense?

11. Is there an explanation of the special
education process, including how
parents will be informed of their child's
progress and when the placement deci-
sion will be reviewed?

Format

O * 17. Is the notice written in language
understandable to the general public?

1.1

* 18. Is the notice provided
native languag or oth
munication use

n the parente
r mode of corn-
nts?

19. Does the notice indicate the school's con-
cern for the child?

20. Does the notice convey a tone that
encourages parents involvement?

21. Does the nOtice establish that it is an
O important educational document that

' should be retained for future reference? 0

15

22. Is the notice attractive and easy to reaelk 0

23. Does the notice have a personal
signature or other personal touch?



AO YOU REQUESTING WRITTEN PARENTAL CONSENT TO INITAL PLACEMENT
IN COMPLIANCE WITH THE LAW?

The following checklist includes content and format
criteria required by law i* means required by P.L.
94442: t means suggested by sound legal practice).
as well as criteria implicit in professionally responsi-
ble pfact

Use this checklist to evaluate the method you are
currently using to request parental consent to inity
placement and. if necessary. ta develop a new or
revised method. ,

CHECKLIST OF CRITERIA FOR
WRITTEN CONSENT TO INITIAL PLACEMENT

Content

1. Does the request for consent indicate
that parents base beer, fully informed of
all information relevant to the initial
1-4acenient?

*

Format

* 7. Is the request for consent written in
parents' native language or other mode
of communicapori?

2, Does the request for consent indicate,
that parents nnderstand and agree in

riting to the placement?.

* 3 Does the requ .st for consent describe the
.activity to whit arents are consenting
as plaCement in a program providing
special education and related services to
meet the unique needs of handicapped
children?

* 4. Does the request for consent list the
records Of any) to be released and to
whom?

* 5. Does the request for consent indicate
that parents understAd granting con-
sent is voluntary?

* 6, Does the request for consent indicate
that consent may be revoked at any .

time?

0

0,

0

s, Is there a prace mi the rt7..quest for consent
w here parents chn indicate the% do not
consent? Li

9. Is there a place for parents' signature on
the request for consent? 0

t 1(1 Is the request fot consent dated?

11. Is there a system by w hich parents can
retain-a' ttipy of the request for consent?

12. Is the request for cons'ent Written in
language understandable to the general
public?

M. Do the language and tone of the request
for consent convey a message that the
consent decision is important?

14. Does the request for consent provide a
means for parents to indicate they wish
further informatidn or an -individual

0 conference before they consent? 0

DO YOUR PROGRAM PLANNING MEETINGS PROVIDE AN OPPORTUNITY
TO FULLY INFORM AND INVOLVE PARENTS?

-

Use this outline to prepare a detailed agenda or
checklist for conducting program planning
meetings in your school or district. Make sure that
opportunities are created to satisfy all the informa-
tion needs of parents as well as you and your staff.

Here is an outline of topics that tnight be covered at
tht, meeting(s) to discuss the evaluation results.
divelop an IEP. and determine the initial place-
ment.

16



I. Welcome

AGENDA OUTLINE FOR A PROGRAM PLANNING MEETING

5. Placement

a. Appreciation for parents' attendance
b. Introduction of staff

2. Orientation

a. Meeting agenda
b. Solicitation of parents' questions and comments

3. Evaluation Results

a. Summary and interpretation of results
b. Parent reactions
c. Confidentiality of child's school records
d. Student's eligibility for Special education
e. Discussion of handicapping condition

4. IEP Development

a. Purpose and general content of IEP
b. Current levels of performance ,
c. Goals and objectives
d. Criteria for determining whether goals and objec-

tives are met
e. Special education and related services to be pro-

vided
f. Starting date and duration of services

17

a., Relationship of IEP to placement
b. Placement proposed by school
c. Alternative placements considered but rejected
d. LRE and mainstreaming
e. Time in the regular class
f. Invitation to parents to visit placement
g. Reminder of parents' rights
h. Parents' responses to placement
i. Presentation of request for consent
j. If parents consent:

Practical details on entering placement
Ways to discuss placement with student
Supporting activities parents can do with child
at home

k. If parents are reluctant to grant consent:
Reasons for their reservations
Possible compromises
Alternative placements that parents might visit

Conclusion

a. Review of information discussed and action to be
taken

b. Invitation of additional questions
c. Name of school contact person
d. Tentative date for next contact



FOR FURTHER INFORMATION

A 150-page handbook that expands oh the informa-
tion contained in this booklet, including specific
examples of ways to provide notice and consent and
respond to parents' questihns and concerns, and a
slide/tape that follows one family through the
special education planning process, are also
available. 'To obtain copies of these materials,
please contact:

Office of Special Education and Rehabilitative
Services
Division of Media Services
Program Support Branch
400 Maryland Avenue, S.W.
Washington. D.C. 20202


