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El Departamento de Educación Especial está comprometido con la filosofía y los requisitos legales 
para educar a todos los niños en el entorno menos restrictivo, maximizando la educación regular en un 
entorno gratuito y apropiado. No nos apartaremos de esta posición, ya que nos adherimos a la práctica 
de la inclusión en todo el distrito y en el desarrollo de nuestro programa. 

 
La educación adecuada, como se define en la Sección 504 de la Ley de Rehabilitación de 1973 y las 
regulaciones de educación especial, es la provisión de educación regular y especial y ayudas y servicios 
relacionados, diseñados para satisfacer las necesidades educativas individuales de las personas con 
discapacidades, así como No desactivado. Se encuentran personas. La educación adecuada se basa en el 
cumplimiento de los procedimientos que cumplen con los requisitos de las leyes estatales y federales 
correspondientes. 

 
El programa y la ubicación del niño deben garantizar que el niño sea educado para los niños que no 
necesitan educación especial. Esto debe determinarse en las reuniones individuales del equipo y 
colocarse en el IEP del niño. Los niños en el Distrito Escolar Regional Whitman-Hanson, identificados 
con necesidades especiales, tienen acceso a todos los programas, clases y actividades que se ofrecen a 
sus compañeros apropiados para su edad en la educación general. 

 
Solo cuando la ayuda y / o servicios adicionales no sean apropiados, según lo determinado en la reunión 
del Equipo, el niño recibirá educación especial fuera de la educación regular. El equipo siempre debe 
identificar esto en el IEP. 

 
El Distrito Escolar Regional Whitman-Hanson utilizará servicios de colaboración cuando los programas 
y servicios no estén disponibles en las escuelas de la ciudad. Somos miembros de North River 
Collaborative y Pilgrim Area Collaborative y podemos acceder a cualquier otro programa colaborativo 
en el área. Los estudiantes pueden inscribirse en escuelas vocacionales y recibir los servicios necesarios 
allí. Los programas de colaboración en las escuelas de educación regulares se analizan primero en 
relación con la búsqueda de un programa fuera del distrito. 

 
Servicios y actividades no académicas y extracurriculares están disponibles para cada estudiante 
matriculado en el distrito. Esto puede incluir servicios de asesoramiento, atletismo, transporte, 
servicios de salud, actividades recreativas, grupos de interés especial o clubes, derivación a agencias 
que brindan asistencia a niños con discapacidades, oportunidades de empleo, alimentos y cualquier 
otro servicio dentro del alcance del sistema escolar. 

 
El Distrito Escolar Regional Whitman-Hanson ofrece un continuo de opciones de colocación, 
ubicaciones alternativas y servicios complementarios. El Distrito Escolar Regional Whitman-Hanson está 
comprometido a proporcionar servicios a nuestros estudiantes en las escuelas del distrito. Con ese fin, el 
distrito revisa los programas anualmente, desarrollando y / o transfiriendo servicios a las áreas donde son 
necesarios o identificados. En todos los casos, a ningún estudiante se le negarán los servicios debido a 
problemas de presupuesto o falta de programación en el distrito. 

 
Si un equipo determina que un estudiante necesita un año escolar extendido debido a la posibilidad de 
que él retroceda seriamente o ellasin él o que necesite un componente de verano por la misma razón, se 
espera que el equipo proporcione los datos a la Oficina de Educación Especial relevante para apoyar esta 
necesidad, junto con un IEP firmado. Se debe hacer todo lo posible para hacerlo antes de marzo del año 
escolar, de modo que se pueda planificar un componente de verano. 
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Nada en estas pautas de política / procedimiento limitará los derechos de los estudiantes privados / 
parroquiales / de otro tipo a recibir los mismos servicios educativos gratuitos y apropiados que recibiría 
cualquier estudiante de educación especial matriculado. Estos servicios se deben proporcionar dentro del 
distrito escolar. 

 
niño 
Ubicación delLos padres de niños en edad escolar, preocupados por el desarrollo de su hijo, pueden 
comunicarse con la oficina de la escuela para obtener la calificación a la que asiste o asistiría su hijo o la 
oficina de Educación Especial (781) 
618-7462 , para solicitar una evaluación o evaluación a partir de los dos años y medio. Esto incluye a los 
niños que asisten a escuelas privadas a expensas de sus padres. Todos los niños son seleccionados en el 
primer mes del año de jardín de infantes. Se alienta a los médicos locales, guarderías, Coalición del Área 
de Plymouth para personas sin hogar, Consejo Asesor de Padres, Intervención Temprana, Escuelas 
Privadas, Escuelas Charter y Preescolares en el Distrito Escolar Regional Whitman-Hanson para ayudar 
al Distrito Escolar Regional Whitman-Hanson para encontrar estudiantes elegibles. Además, el Distrito 
Escolar Regional Whitman-Hanson colocará anuncios de "Encontrar niños" en periódicos locales, 
boletines escolares y proporcionará información a los miembros de la Asociación Comunitaria. Todas 
las escuelas privadas a expensas de los padres reciben una carta de búsqueda de niños de la oficina de 
educación especial cada año. 

 
Lasintervención temprana 
referencias depara detección y evaluación por parte del equipo preescolar se reciben de los padres de 
forma independiente o con el apoyo del equipo de intervención temprana, los programas preescolares 
comunitarios, los pediatras y / o los programas de servicios humanos comunitarios. El Distrito Escolar 
Regional de Whitman-Hanson colocará anuncios de "Encontrar niños" en los periódicos locales y 
proporcionará información a los miembros de la asociación comunitaria y otros cuidadores. 

 
Cuando se solicita la evaluación, se programa una reunión / evaluación inicial con los padres para 
recopilar más información sobre el desarrollo. Los padres reciben un paquete de material que describe el 
proceso de evaluación y derivación en la consulta de evaluación. En este punto, se les pide a los padres 
que completen cuestionarios sobre el desarrollo de sus hijos. También se pueden programar observaciones 
adicionales, información médica, entrevistas con proveedores de intervención temprana y cuidadores. El 
coordinador de la primera infancia revisa toda la información relevante y se toma una determinación con 
respecto a la necesidad de evaluación. La participación en el programa de detección para niños de tres y 
cuatro años es opcional para los padres. 

 
El equipo de preescolar, que incluye un terapeuta ocupacional, fisioterapeuta, logopeda, psicólogo 
escolar y un maestro de preescolar, determina con los padres qué incluirá la evaluación. Después de la 
notificación apropiada a los padres y la recepción del consentimiento de los padres, se lleva a cabo una 
evaluación inicial. Las evaluaciones de los niños pequeños son formales e informales. El Distrito Escolar 
Regional Whitman-Hanson evalúa a niños menores de dos y nueve meses. El equipo de evaluación 
asegura que, si el niño se considera elegible, los servicios de educación especial comienzan rápidamente 
a la edad de tres años. 

 
La evaluación de un niño de dos, tres o cuatro años debe incluir evaluaciones en todas las áreas 
relacionadas con la sospecha de discapacidad y la observación del niño en un entorno natural por un 
educador calificado para observar e interpretar el desarrollo de la primera infancia. Para los niños que 
reciben servicios en Intervención Temprana, el Equipo puede considerar evaluaciones de sus proveedores 

 



de servicios. Sin embargo, el Distrito Escolar Regional Whitman-Hanson se reserva el derecho de realizar 
su propia evaluación para determinar la elegibilidad para los servicios escolares. Se les pide a los padres 
que presenten pruebas de evaluación visual y auditiva por parte del pediatra como parte de la evaluación 
y el registro escolar. 

 
Las pruebas y otros materiales de evaluación para niños pequeños deben seleccionarse y administrarse 
de manera que no sean discriminatorios racial o culturalmente. Deben proporcionarse en el idioma 
nativo del niño u otro modo de comunicación, a menos que claramente no sea factible. Los materiales y 
procedimientos utilizados para evaluar a un niño con dominio limitado del inglés deben seleccionarse y 
administrarse para garantizar que 

 

 



midan el grado en que un niño tiene una discapacidad y necesita educación especial y no el idioma 
inglés del niño. 

 
Se debe utilizar una variedad de herramientas y estrategias de evaluación para recopilar información 
funcional y de desarrollo relevante sobre el niño, incluida la información proporcionada por los padres y 
la información relacionada con la capacidad del niño para participar en actividades apropiadas. Las 
pruebas y otras herramientas de evaluación deben incluir aquellas adaptadas para evaluar el área 
específica de la supuesta necesidad educativa. Las pruebas deben seleccionarse para garantizar que si una 
prueba se administra a un niño con habilidades sensoriales, manuales o del habla deterioradas, la prueba 
debe reflejar con precisión la aptitud o el nivel de rendimiento del niño, en lugar de reflejar la 
discapacidad. No se puede usar una sola medida para determinar la elegibilidad. Transición del equipo del 
IEP: los padres de un niño en transición de los servicios de la Parte C (primera infancia) a la Parte B (edad 
escolar) pueden solicitar que se envíe una invitación a la reunión inicial del IEP a los representantes del 
sistema del IEP parte C para ayudar con una transición de servicio sin problemas. Esta disposición no 
requiere la participación de un representante de la Parte C, pero alienta la colaboración. 

 
Examen de kindergarten 
En septiembre de cada año, se publica un aviso en los boletines y periódicos locales para anunciar el 
examen de los niños de cinco años. Los padres que han optado por no enviar a sus hijos a la guardería o 
enviarlos a jardines de infancia privados también pueden seleccionar a sus hijos en ese momento. El 
equipo de evaluación puede incluir un psicólogo, una maestra de jardín de infantes y un terapeuta del 
habla. El Inventario de detección temprana (ESI) es una evaluación utilizada junto con una lista de 
verificación de desarrollo completada por el maestro de la clase y el padre / tutor. El psicólogo escolar 
reúne todos los resultados de la evaluación y los informa al personal del jardín de infantes, a la 
administración del edificio y al administrador de educación especial. Esto generalmente ocurre en las 
primeras semanas de septiembre. Dos semanas después de la evaluación, los equipos de evaluación se 
reúnen con los maestros de kindergarten para revisar los resultados de la evaluación. En esa reunión, los 
estudiantes que pueden necesitar evaluaciones adicionales son identificados y referidos, si corresponde. 
Muy a menudo, se determina que algunos niños son aptos para el desarrollo, mientras que otros pueden 
experimentar retrasos leves en el desarrollo de herramientas de detección y se transmitirán a mediados de 
año para verificar cualquier inquietud en ese momento. Los servicios de respuesta de intervención (RTI) 
se proporcionan según corresponda. Los padres de niños que necesitan una evaluación adicional son 
notificados de esta necesidad y se les proporciona información sobre el proceso de evaluación y el 
consentimiento para evaluar los formularios. 

 
Cuando sea necesario / requerido, la evaluación visual y auditiva se completa en el otoño del año de 
jardín de infantes. La enfermera de la escuela realiza esta función. Si hay una pregunta con respecto a 
las necesidades del niño en esta área, los padres serán referidos al personal o centro médico apropiado. 

 
Confidencialidad 
Se espera que todos los empleados que trabajan con estudiantes mantengan un alto nivel de 
confidencialidad en relación con la información recibida al revisar los registros de un estudiante, asistir a 
reuniones de equipo o discutir las fortalezas y debilidades de un estudiante con el cuerpo profesor. Los 
padres confían a los empleados del Distrito Escolar Regional Whitman-Hanson información personal 
sobre sus hijos, su historia familiar y sus temores y esperanzas para el futuro de sus hijos. Esperamos 
respetar esta información privilegiada y protegerla cuidadosamente. 
La confidencialidad se extiende a todos los empleados, profesionales y no profesionales, y debe 
mantenerse dentro y fuera de la escuela. Se proporcionan recordatorios y capacitación sobre 

 



confidencialidad. 
 

 



 

 
 

accesoacceso 
Registro deSe mantendrá un registro defrente a cada archivo de registro de estudiante, engrapado en la 
cubierta interior. Contendrá toda la información requerida en las regulaciones de registro del estudiante. 
Si mantiene registros separados; asegúrese de mantener registros para cada registro. Los empleados que 
tienen contacto directo con el niño (maestros, consejeros, etc.) no necesitan firmar este registro para 
revisar o usar los archivos. 

 
El registro del estudiante consiste en la transcripción del niño y el registro temporal e incluye, entre otras 
cosas, un registro de la calificación del estudiante o del programa de educación especial. Existen varios 
derechos relacionados con el registro de estudiantes. Los padres y, bajo ciertas circunstancias, el niño 
tienen el derecho de inspeccionar y revisar todos y cada uno de los registros relacionados con los 
estudiantes que el distrito escolar recopila, mantiene o usa. Si el registro del niño incluye información 
sobre otro niño, los padres tienen el derecho de inspeccionar o revisar solo la información relacionada 
con el niño. El distrito escolar limitará el acceso de los padres a los registros de los estudiantes solo si el 
distrito escolar ha recibido documentación legal que limita la autoridad de los padres a este respecto (por 
ejemplo, un decreto de divorcio o custodia que limita el acceso de los padres a la información sobre su 
hijo )) Todos los derechos asociados con los registros de los estudiantes están contenidos en las Leyes y 
Reglamentos del Estado de Massachusetts y deben revisarse periódicamente. Los empleados que tengan 
preguntas sobre el historial del estudiante deben comunicarse con el director del edificio para obtener una 
aclaración. 

 
Tarifas Las 
tarifas cobradas por la reproducción de registros deben ser razonables. En cualquier caso, no exceda el 
costo de reproducción y asegúrese de seguir otras pautas mencionadas en el folleto de garantías 
procesales. Sin embargo, los padres no cobran una tarifa por copia si esto efectivamente les impide 
ejercer el derecho de inspeccionar y revisar los registros. 

 
Derecho de acceso de los 
estudiantes Los estudiantes de 14 años o noveno año tienen todos los derechos que los padres tienen en 
virtud de las Regulaciones de registro de estudiantes. Si un estudiante tiene entre 14 y 17 años o ha 
ingresado al noveno grado, tanto el estudiante como sus padres, actuando solos o juntos, pueden ejercer 
estos derechos. Cuando un estudiante cumple 18 años, los derechos otorgados a los padres en virtud del 
Reglamento de registro de estudiantes se convierten en los del estudiante. Sin embargo, los padres pueden 
continuar ejerciendo estos derechos, a menos que el estudiante haga una solicitud por escrito al Director o 
al Superintendente para evitar que lo hagan. Si el niño hace tal solicitud, los padres no tendrán derecho a 
revisar sus registros. 

 
Revisión del registro del estudiante 
Si el padre solicita una revisión del registro del estudiante, la escuela debe permitir el acceso sin demoras 
innecesarias y, en cualquier caso, a más tardar diez días después de la solicitud, a menos que el padre 
haya acordado un período El más largo de tiempo. El derecho de los padres a inspeccionar o revisar el 
registro de un estudiante incluye el derecho a hacerlo antes de cualquier reunión del IEP o audiencia de 
debido proceso relacionada con la identificación, evaluación o colocación del programa de su hijo. 

 

 



 

 



Acceso a los registros de los estudiantes 
El distrito escolar debe mantener un registro de todas las partes que han inspeccionado, revisado o tenido 
acceso al registro de un estudiante. Este registro no se aplica a los empleados de la Escuela Pública del 
Distrito Escolar Regional Whitman-Hanson que trabajan con este niño. Los registros deben graparse al 
frente de la carpeta de archivos del estudiante para facilitar el acceso. 

 
Cambio de información en el registro del estudiante 
Los padres / tutores tienen el derecho de agregar información, comentarios o datos al registro del 
estudiante. Los padres / tutores pueden solicitar que se cambie el registro de sus hijos. Esta solicitud 
siempre debe hacerse por escrito al director de la escuela, identificando el artículo o artículos 
específicamente. Si la solicitud es cambiar la información ingresada por una reunión del equipo, la 
solicitud no puede cumplirse hasta que se acepte el IEP O el proceso de apelación se agote (si se rechaza 
el IEP). El director de la escuela debe reunirse con el padre o el estudiante (si tiene 18 años) y verificar la 
necesidad de cambiar el registro. Luego, dentro de una semana escolar después de recibirlo por escrito, el 
director informará a los padres por escrito sobre los pasos tomados o, si la solicitud es rechazada, las 
razones para no cumplir con la solicitud. Asegúrese de enviar una copia de toda la correspondencia al 
Administrador de Educación Especial. Si la solicitud es denegada, los padres o estudiantes tienen 
derecho a apelar ante el Superintendente de Escuelas. El Superintendente dará una decisión por escrito a 
los padres o estudiantes. 

 
Consentimiento paraA excepción 
divulgar informaciónde la información de identificación no personal, no se debe divulgar información del 
registro del estudiante a un tercero a menos que el padre / tutor o el estudiante mayor de 18 años lo 
acuerden por escrito. Cada otoño, los padres firman formularios de permiso que abordan esto. Bajo 
ninguna circunstancia se divulgará información de educación especial a menos que el padre / tutor / 
estudiante lo apruebe. Los tribunales y las agencias como DSS normalmente deben proporcionar un 
formulario de divulgación de información firmado por un padre / tutor / estudiante antes de que se les 
divulgue la información. Siempre se debe usar un formulario de consentimiento por escrito para obtener 
permiso para divulgar información sobre un estudiante. A menos que el director haya recibido una copia 
de una orden judicial que niegue el acceso de los padres a la información, ambos padres tienen derecho a 
acceder a la información sobre sus hijos. A menos que los padres sepan de la escuela que la información 
debe enviarse a dos direcciones (en casos de divorcio, etc.), la escuela solo deberá enviar información a 
las direcciones que figuran en los registros de los estudiantes. Un distrito escolar no puede divulgar 
información de los registros educativos a las agencias participantes sin el consentimiento de los padres. 
Esto incluye, entre otros, DSS, DMR, DMH, MA Rehab, abogados, médicos, otros distritos escolares y 
otros. Después de recibir el consentimiento para liberar el registro, se harán todos los esfuerzos 
razonables para enviar los registros solicitados de manera oportuna. 

 
Salvaguardas En 
caso de duda, no divulgue información. Verifique primero con el Administrador de Educación Especial y 
/ o la Oficina del Superintendente. Los directores deben informar al personal anualmente sobre las reglas 
para proteger la información en los registros de los estudiantes. El director de la escuela es responsable de 
garantizar que los registros de los estudiantes se mantengan confidenciales y de informar a todo el 
personal del edificio acerca de las regulaciones. Los empleados no deben tener acceso a todos los 
registros de los estudiantes, sino solo a aquellos que se aplican directamente a los estudiantes a los que 
sirven. El horario del estudiante es una buena lista de empleados que deberían tener acceso, así como de 
administradores y asesores. 

 

 



Destrucción de información 
Los registros de educación especial acompañarán al estudiante a través de las calificaciones. Los archivos 
deben seleccionarse para obtener información duplicada anualmente. Los maestros no están obligados a 
mantener registros de los estudiantes después de que el estudiante pase al siguiente grado o maestro. 
Después de que el estudiante se gradúe de la escuela secundaria o cumpla 22 años, el archivo del 
estudiante se mantendrá durante siete años, a menos que el programa del niño tenga fondos federales y 
esté siendo auditado; en ese caso, el archivo del niño (especialmente el IEP) se mantendrá hasta que se 
cierre la auditoría y se hayan cumplido todas las apelaciones. Todo el proceso de auditoría debe resolverse 
antes deestos 

 

 



que se destruyanarchivos de estudiantes. Ningún archivo de estudiante de Educación Especial debe ser 
destruido ANTES del período de siete años. El departamento de orientación de la escuela secundaria 
emite un aviso público de intención de destruir todos los archivos de los estudiantes anualmente, después 
de permanecer retenido durante dos años. Los padres tienen la oportunidad de mantener el archivo de sus 
hijos en este momento. La oficina de Educación Especial anunciará su intención de destruir los registros 
guardados durante siete años. La Oficina de Orientación de la escuela mantiene registros de educación no 
especial, como la transcripción de la escuela del estudiante, durante sesenta años. Sin embargo, se puede 
mantener un registro permanente del nombre, la dirección y el número de teléfono del estudiante, las 
calificaciones, el registro de asistencia, las clases asistidas, el nivel completado y el año completado sin 
límite de tiempo. WHRSD se encuentra actualmente en el proceso de digitalización de registros para 
programas de archivo electrónico. (2011) La 

 
inscripción para niños en escuelas parroquiales / privadas / de otro tipo no será responsabilidad del 
director de la escuela, la Oficina Central o cualquier otro empleado de la escuela, a menos que haya un 
acuerdo especial para la colocación de ese niño en esa escuela. El equipo designado mantendrá todos los 
registros de educación especial. Cada caso debe ser trabajado por separado. Normalmente, las escuelas 
mantienen todos los registros de los estudiantes en las escuelas agrícolas y las escuelas técnicas y 
vocacionales. El personal de la Oficina de Educación Especial generalmente mantiene registros de 
educación especial para niños en lugares fuera del distrito. 

 

 



 

 
 

Cuando un estudiante tiene dificultades para aprender, o hay preocupaciones emocionales o sociales, 
problemas médicos o de salud o de comportamiento, un padre / tutor u otra fuente de referencia puede 
seguir una de las tres rutas que se enumeran a continuación. 

 
 

Plan de acomodación curricular 
Si un estudiante tiene dificultades en el ambiente de educación regular, “el Director implementará el Plan de 
acomodación curricular adoptado por el distrito y requerido por MGLc.71, S38Q. Este plan debe detallar los 
esfuerzos que se han realizado o se realizarán para satisfacer las necesidades de varios estudiantes 
en el programa de educación general. Como parte de sus responsabilidades, el Director promoverá 
prácticas de instrucción que satisfagan las necesidades de los estudiantes (RTI) y se asegurará de que el 
apoyo educativo apropiado esté disponible para estudiantes y maestros. El apoyo educativo debe incluir 
instrucción correctiva para estudiantes, servicios de consultoría para maestros, disponibilidad de 
instrucción de lectura en el nivel primario, servicios apropiados para estudiantes de minorías lingüísticas 
y otros servicios consistentes con prácticas educativas efectivas y requisitos de MGLc.71B, S2. 

 
El director puede consultar con el administrador de educación especial sobre 
alojamiento o intervenciones para estudiantes. Tais esforços e resultados devem ser 
documentados e colocados no prontuário do aluno. Além disso, se um aluno 
individual for encaminhado para uma avaliação para determinar a elegibilidade para 
a educação especial, o Diretor garantirá que a documentação sobre o uso dos serviços 
de suporte instrucional para o aluno seja fornecida como parte das informações de 
avaliação revisadas pela Equipe ao determinar a elegibilidade. 

 
Quando a falta de progresso do aluno se deve a falta de instrução em leitura ou matemática ou 
proficiência limitada em inglês ou desajustamento social, ou se deve a uma incapacidade de cumprir o 
código de disciplina da escola, mas não se deve a uma deficiência, uma conclusão não qualificada para 
educação especial, o aluno será encaminhado para um programa instrucional ou serviço de suporte mais 
apropriado. 

 
Cópias do Plano de Acomodação Curricular podem ser visualizadas no escritório de cada prédio da 
escola, no escritório do Superintendente. 

 
Equipes de assistência aluno-professor / resposta à intervenção 
A equipe de assistência aluno-professor fornece apoio aos professores à medida que desenvolvem 
alternativas para alunos com dificuldades (comportamentais, sociais ou acadêmicas) na sala de aula da 
educação geral. A equipe é baseada na escola e usa uma abordagem colaborativa de solução de 
problemas. A equipe garante que as necessidades dos alunos que enfrentam dificuldades na escola sejam 
identificadas e que uma série de soluções e intervenções sejam implementadas. A Equipe de Assistência 
ao Aluno-Professor deve consultar o Plano Distrital de Acomodação de Currículo, conforme apropriado, 
para determinar os serviços dentro da educação regular que podem beneficiar o aluno. Além disso, o 
apoio de conselheiros, especialistas em currículo ou tecnologia, administradores, líderes de equipe e 
agências comunitárias pode fornecer idéias e / ou assistência de colegas a seus colegas, ou oferecer 
sugestões para uma melhor utilização de recursos ou tempo da equipe. 

 



 
Quando um professor está buscando assistência em relação a um aluno ou alunos que estão 
enfrentando dificuldades em sua sala de aula, deve enviar um Formulário de Solicitação de Reunião de 
Assistência Estudante-Professor ao Diretor. 

 
Toda a documentação da Equipe de Assistência Estudante-Professor será compilada e armazenada em cada 
edifício, conforme 

 

 



designado pelo Diretor. Além disso, a documentação da equipe passará a fazer parte do pacote de 
referência enviado à equipe de educação especial, caso seja necessária uma referência para avaliação. 

 
A IDEA exige que nenhum programa de apoio instrucional ou qualquer outra intervenção limite o direito 
dos pais / responsáveis de encaminhar seu filho para uma avaliação de educação especial. 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 Student-Teacher Assistance 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 
● Student Success Plan 
● 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 
● Peer coaching 
● Direct Instruction in area of difficulty eg, phonics, handwriting, etc. provided within 

regular education 
● Proximity seating 

 
Examples of Modification: 

● Individualized homework assignments 
● Reduced requirements 
● Grading only on work completed 
● Modified curriculum reading level 
● Referral 

 

Once the Student-Teacher Assistance Team has determined that all regular education interventions have 
been exhausted and that the student is still exp eriencing difficulty in academic, behavioral or social- 
emotional areas, a referral for a Special Education Team Evaluation may be submitted to the Principal or 
Special Education Building Chairperson. The Student-Teacher Assistance Team referral should include 
all relevant information about pre-referral activities and progress monitoring. 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, Student-Teacher 
Assistance Team or other party. The following procedures are required by 603 CMR 28.04 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 the 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 on the student's skills or abilities. 

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

 

 



 

 
 

When a student is referred for an evaluation by his/her parent/guardian, this request is sent immediately to 
the Principal and/or Chairperson for action.  The school district is responsible to respond to the 
parent's request within 5 school days.  The Administrator of Special Education, or his/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/guardian for an evaluation as well as provide the 
parent/guardian the opportunity to express any concerns, provide information on the student's skills or 
abilities and/or meet to discuss the evaluation. 

 
The Principal or Chairperson 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/guardian 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 Chairperson 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/guardian consent. Within 45 school working days after receipt of the parent's/guardian's written 
consent to an initial or re-evaluation, the Team determines whether the student is eligible for special 
education and provides a proposed IEP, proposed placement or a written explanation of the finding of no 
eligibility. A copy of the completed evaluation report 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 request, 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 Procedural Safeguards Brochure will accompany the notice and consent form. A 
parent/guardian 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. 

 
Assessment and Evaluation 
State and federal law require evaluation of all areas related to the suspected disability. All evaluation 
instruments must be validated for the purpose described. The evaluation should be comprehensive and 
child driven. No single procedure should be used as the sole criterion for determining eligibility. The 
Student-Teacher Assistance Team or Special Education Team with input from the parent determines the 
questions to be answered by the evaluation. The Whitman-Hanson 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 the Whitman-Hanson 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. All 
instruments used are administered and interpreted by trained individuals and are as free as possible from 
cultural and linguistic bias. If necessary, evaluations will be administered in the child's native language. 

 
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. In interpreting evaluation data and making decisions, the Team 
uses information from a variety of sources including information from the parent. All information is 
considered as the Team makes their decision. All assessment information will be considered in relation to 

 

 



least restrictive programming and the ability of the child to progress in the curriculum. 
 

End of School Year Evaluation 
If consent is received between 30 and 45 school working days before the end of the school year, the Team 
is required to meet so as to allow for the provision of a proposed IEP or written notice of the finding that 
the student is not eligible no later than fourteen days after the end of the school year. When a referral for 
evaluation is received with less than 30 working days remaining in the school year, every effort will be 
made to complete the evaluation and hold a Team meeting prior to the end of school. If it is not possible 
to complete the evaluation, it will be completed at the beginning of the next school year in adherence with 
all state and federal timeline requirements. In some cases, at the request of the Team, evaluation may be 
completed during the summer months with a Team meeting held the first or second week of school. Once 
eligibility for special educational services is determined, the IEP will be developed and placement will be 
determined. If at the end of a school year a student is determined not eligible for special education, 
written notice of the finding that the student is not eligible will be sent no later than fourteen days after 
the end of the school year. 

 
 
 

 

The following assessments are required as a part of an evaluation: 
 

1. An assessment in all areas related to the suspected disability including consideration of 
any needed assistive technology devices and services and/or instruction in Braille. 

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 and the district's general education curriculum, as well as an 
assessment of the student's attention skills, participation behaviors, 
communication skills, memory and social relations with groups, peers and adults. 

c. For students being assessed to determine eligibility at age 3, an observation of 
the students' interactions in the student's natural environment or EI program is 
strongly suggested along with the use of current assessments. 

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 by a certified school psychologist, licensed 
psychologist or licensed educational psychologist including an individual 
psychological examination. 

c. A Home Assessment that may be conducted by a nurse, psychologist, social 
worker, guidance or adjustment counselor or teacher and includes information on 
pertinent family history and home situation and may include a home visit with 
the agreement of the parent. 

 

 



Each person conducting an evaluation shall summarize in writing the following: 
 

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. 

 

At the re-evaluation, if no additional assessments are needed to determine continued eligibility, the 
district will recommend to the parent/guardian that: 

1. No further testing is needed and the reason why no further testing is needed, 
2. The parent has the right to request an assessment 

 
When a Team Suspects a Learning Disability 

 
 

300.307 Specific learning disabilities. 

(a) General. A State must adopt, consistent with 300.309, criteria for determining whether a child 
has a specific learning disability as defined in 300.8(c)(10). In addition, the criteria adopted by the 
State-- 

(1) Must not require the use of a severe discrepancy between intellectual ability and 
achievement for determining whether a child has a specific learning disability, as defined in 
300.8(c)(10); 
(2) Must permit the use of a process based on the child's response to scientific, 
research-based intervention; and 
(3) May permit the use of other alternative research-based procedures for determining 
whether a child has a specific learning disability, as defined in 300.8(c)(10). 

(b) Consistency with State criteria. A public agency must use the State criteria adopted 
pursuant to paragraph (a) of this section in determining whether a child has a specific learning 
disability. 

 
 

300.308 Additional group members. 
The determination of whether a child suspected of having a specific learning disability is a child with a 
disability as defined in 300.8, must be made by the child's parents and a Team of qualified professionals, 
which must include— 
(a)(1) The child's regular teacher; or 

(2) If the child does not have a regular teacher, a regular classroom teacher qualified to 
teach a child of his or her age; or 
(3) For a child of less than school age, an individual qualified by the SEA to teach a child 
of his or her age; and 

(b) At least one person qualified to conduct individual diagnostic examinations of children, such as a 
school psychologist, speech-language pathologist, or remedial reading teacher. 

 
 

300.309 Determining the existence of a specific learning disability. 

 



(a) The group described in 300.306 may determine that a child has a specific learning 
disability, as defined in 300.8(c)(10), if— 

(1) The child does not achieve adequately for the child's age or to meet State-approved 
grade- level standards in one or more of the following areas, when provided with learning 
experiences and instruction appropriate for the child's age or State-approved grade–level 
standards: 

(i) Oral expression. 
 

 



(ii) Listening comprehension. 
(iii) Written expression. 
(iv) Basic reading skill. 
(v) Reading fluency skills. 
(vi) Reading comprehension. 
(vii) Mathematics calculation. 
(viii) Mathematics problem solving. 

(2)(i) The child does not make sufficient progress to meet age or State-approved grade-level 
standards in one or more of the areas identified in paragraph (a)(1) of this section when using a 
process based on the child's response to scientific, research-based intervention; or 

(ii) The child exhibits a pattern of strengths and weaknesses in performance, 
achievement, or both, relative to age, State approved grade-level standards, or intellectual 
development, that is determined by the group to be relevant to the identification of a 
specific learning disability, using appropriate assessments, consistent with 300.304 and 
300.305; and 

(3) The group determines that its findings under paragraphs (a)(1) and (2) of this section 
are not primarily the result of-- 

(i) A visual, hearing, or motor disability; 
(ii) Mental retardation; 
(iii) Emotional disturbance; 
(iv) Cultural factors; 
(v) Environmental or economic disadvantage; or 
(vi) Limited English proficiency. 

(b) To ensure that underachievement in a child suspected of having a specific learning disability 
is not due to lack of appropriate instruction in reading or math, the group must consider, as part of the 
evaluation described in 300.304 through 300.306-- 

(1) Data that demonstrate that prior to, or as a part of, the referral process, the child was 
provided appropriate instruction in regular education settings, delivered by qualified personnel; 
and 
(2) Data-based documentation of repeated assessments of achievement at reasonable         
intervals, reflecting formal assessment of student progress during instruction, which was           
provided to the child's parents. 

(c) The public agency must promptly request parental consent to evaluate the child to determine 
if the child needs special education and related services, and must adhere to the timeframes described 
in 
300.301and 300.303, unless extended by mutual written agreement of the child's parents and a group of 
qualified professionals, as described in 300.306(a)(1)-- 

(1) If, prior to a referral, a child has not made adequate progress after an appropriate period 
of time when provided instruction, as described in paragraphs (b)(1) and (b)(2) of this section; 
and 
(2) Whenever a child is referred for an evaluation. 

 
 

300.310 Observation. 

(a) The public agency must ensure that the child is observed in the child's learning environment 
(including the regular classroom setting) to document the child's academic performance and behavior in 
the areas of difficulty. 
(b) The group described in 300.306(a)(1), in determining whether a child has a specific 

 



learning disability, must decide to-- 
(1) Use information from an observation in routine classroom instruction and monitoring 
of the child's performance that was done before the child was referred for an evaluation; or 
(2) Have at least one member of the group described in 300.306(a)(1) conduct an 
observation of the child's academic performance in the regular classroom after the child has been 
referred for an evaluation and parental consent, consistent with 300.300(a), is obtained. 

 

 



(c) In the case of a child of less than school age or out of school, a group member must observe the 
child in an environment appropriate for a child of that age. 

 
 

300.311 Specific documentation for the eligibility determination. 

(a) For a child suspected of having a specific learning disability, the documentation of the 
determination of eligibility, as required in 300.306(a)(2), must contain a statement of-- 

(1) Whether the child has a specific learning disability; 
(2) The basis for making the determination, including an assurance that the determination has 

been made in accordance with 300.306(c)(1); 
(3) The relevant behavior, if any, noted during the observation of the child and the 
relationship of that behavior to the child's academic functioning; 
(4) The educationally relevant medical findings, if any; 
(5) Whether-- 

(i) The child does not achieve adequately for the child's age or to meet 
State-approved grade-level standards consistent with 300.309(a)(1); and 
(ii)(A) The child does not make sufficient progress to meet age or State-approved grade- 
level standards consistent with 300.309(a)(2)(i); or 

(B) The child exhibits a pattern of strengths and weaknesses in performance,            
achievement, or both, relative to age, State-approved grade level standards or           
intellectual development consistent with 300.309(a)(2)(ii); 

(6) The determination of the group concerning the effects of a visual, hearing, or motor 
disability; mental retardation; emotional disturbance; cultural factors; environmental or economic 
disadvantage; or limited English proficiency on the child's achievement level; and 
(7) If the child has participated in a process that assesses the child's response to 
scientific, research-based intervention-– 

(i) The instructional strategies used and the student-centered data collected; and 
(ii) The documentation that the child's parents were notified about-- 

(A) The State's policies regarding the amount and nature of student 
performance data that would be collected and the general education services that 
would be provided; 
(B) Strategies for increasing the child's rate of learning; and 
(C) The parents' right to request an evaluation. 

(b) Each group member must certify in writing whether the report reflects the member's conclusion. 
If it does not reflect the member's conclusion, the group member must submit a separate written 
statement presenting the member's conclusions. 

 
 

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. 

 
Evidence of and discussions of these criteria are documented in the Team Report. 

 
 

 

 



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 
Whitman-Hanson Regional School District 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 been encouraged 
to complete an Educational Assessment. Educational Assessment forms should be complete and include 
enough detail to assist the Team in gathering necessary information about the student. The person 
completing the information should sign the Educational Assessment forms. 

 

 



 

 
 

The purpose of the evaluation proposed on this consent form is to investigate the possibility that a 
disability is present that prevents effective progress in regular education. If these two criteria are met, 
special education services maybe indicated. 

 
A disability may consist of a developmental delay or an intellectual, sensory, neurological, emotional, 
communication, physical, specific learning or health impairment or combination thereof. 

 
An impediment to effective progress in regular education is identified when there exists a significant 
discrepancy between intellectual ability and achievement in one or more of the following areas: Listening, 
reading, thinking, speaking, writing, spelling, computing and/or calculating. In some cases an identified 
disability may be so severe that regular education progress is compromised despite the absence of a 
significant discrepancy between ability and achievement. In those cases the Team will be determine 
appropriate special education services. 

 

 
 

1. Educational Status 
A history of the child's education, providing an overview of school progress and a statement of child's 
current standing, conducted by a school administrator. 

 
2. Current or Recent Teacher Assessment 
An analysis of a child's specific abilities along a developmental continuum, with a comparison of those 
abilities to tasks in the regular eduction program including statement of the child's academic functioning 
or achievement, attentional capacity, behavioral adjustments, motor coordination, activity levels and 
patterns, communication skills, memory, and social relations with peer groups and adults. 

 
3. Specialists(s) Assessments(s) 
Assessment in all areas related to the child's suspected need for special education and related services, 
including, where appropriate, health, vision, hearing, speech and language, reading, motor abilities, home 
and psychological. 

 
4. Health Assessment 
A comprehensive medical exam which identifies medical problems that may affect a child's education, 
conducted by a physician or a nurse. 

 
5. Psychological Assessment 
An individual psychological examination conducted by a psychologist, providing educational 
recommendations based on developmental and social history, observation of the child's attentional, 
behavioral, cognitive, interpersonal, self-image and other factors. 

 
6. Home Assessment 
An assessment of pertinent family history and home situation factors (including a home visit if written 

 



consent is provided) along with an individual developmental history and estimates of adaptive behavior at 
home, in the neighborhood and in local peer groups. 

 

 



7. Arena Assessment 
An interdisciplinary assessment to determine developmentally appropriate skills for preschool age 
children is conducted in a “play” format by staff certified in the appropriate domains. 

 
 
 
 

 

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, 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”, the Whitman-Hanson 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 
access the general education curriculum or participate more fully in the school day, the 
Team may request 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. 

 
The Whitman-Hanson Regional School District has developed an assistive technology flow chart, 
question/answer booklet and charts designed to assist the Team in the determination of the need for 
assistive technology. These forms should be completed and placed in the student special education file. 
All forms are found in the appendix. 

 
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 it 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, Preschoolers, 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 Evaluation Recommended? 

 
1. Most initial evaluations that occur after a child is six years old will include a 

psychological evaluation. 
2. All evaluations to determine eligibility based on a discrepancy between achievement and 

ability (when the Team suspects a learning disability) will include a psychological 
evaluation. 

3. If a child has a suspected emotional disturbance, the Team will need a psychological 
evaluation. 

4. If a Team will be changing the disability category, the Team will need a psychological 
evaluation. 

5. If the circumstances under which the initial psychological evaluation 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 evaluation should be given. 

6. When a child has been determined to be developmentally delayed and will be turning 9 
 

 



Years old, a psychological evaluation should be part of the evaluation. 
 
 

Independent 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 (IEE), they must indicate such in writing or verbally. 
The Administrator of Special Education must be notified immediately of such request. Parents/Guardians 
may be asked to provide income information in relation to payment for such requested evaluation. 
Qualified persons, who are registered, certified, licensed or otherwise approved, conduct all independent 
evaluations funded by the Whitman-Hanson Regional School District. The Whitman-Hanson Regional 
School District reserves the right to request evidence of such credentials as appropriate. All evaluators 
will be expected to abide by rate setting except in the case where the unique circumstances of the child's 
needs may require specialized or emergency evaluation at a higher rate. 

 
Parents/Guardians may receive a letter from the district offering the option of participating in an income 
eligibility program for free or reduced cost independent educational evaluations that are equivalent to the 
types of assessments done by the school district. For students receiving free or reduced lunch or are wards 
of the state, an independent educational evaluation will be fully funded by the district. The Whitman- 
Hanson Regional School District extends the right for a publicly funded independent evaluation for 
aspects of the school evaluation with which the parent/guardian disagree for up to 16 months. If there is a 
request for an independent evaluation in an area not assessed by the Whitman-Hanson Regional School 
District or cost share is not an option (for whatever reason), within 5 days of the receipt of such a request, 
the Whitman-Hanson Regional School District will respond by either granting the request or by filing for 
a hearing with Special Education Appeals. 

 
Whenever possible, the independent evaluation will be completed and a written report will be sent to the 
parents and school district within 30 days. The independent evaluator will summarize in writing 
procedures used, assessments, results and diagnostic impressions with recommendations. The evaluator 
will recommend types of services/placements but not name specific schools or programs. 

 
Within ten days of receipt of the report, the Team will meet to consider the results. If a new or amended 
IEP is warranted, the Team will develop such. 

 
 

Frequency of Re-evaluation 
 

Once a student is on an IEP or in cases where it may be warranted, a re-evaluation is conducted every 
three years unless the parent and district agree that it is unnecessary. In such case, the waiver of 
evaluation must be signed. Re-evaluations are not conducted more frequently than once a year unless the 
parent and district agree otherwise. A re-evaluation is conducted in all cases where it is suspected that a 
student is no longer eligible for special education, except in the case where a student has graduated with a 
general high school diploma or exceeded the age of eligibility. 

 
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 needed either to write the educational plan or 
determine eligibility. All waivers should be in writing and signed by the parent/guardian. 

 

 



 

 
 

Many specialists have developed their own format for preparing their written evaluations. The format 
may vary but should always include: 

 
Student's Name: DOB: 
School: Grade: 
Testing Date(s): Evaluator: 

 
Reason for Referral: 
Procedures used 
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: 
-Always include recommendations 
-Do not state that Recommendations will be made at the Team meeting 
-The report must be made available to parents at least two days before the Team meeting 

 
 

All Written Reports are to be signed and dated by the author. 
 

 



 

 
 

The Team Chairperson has the authority to commit the 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 district, 
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/or after the meeting and the parent must know who they 
are. 

 
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 Chair a Team evaluation. 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 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. The following persons are members of the IEP Team and may serve in 
multiple roles: 

● The child's parent 
● A representative of the school district who acts as Chairperson and is qualified to supervise 

or provide special education, is knowledgeable about the general curriculum and is 
knowledgeable about the resources in the district, and can commit resources 

● A regular education teacher of the student and has knowledge of the general curriculum 
● Special education teacher of the student 
● The student as appropriate and always if transition services will be discussed 
● A regular education teacher if the student might become involved in regular education 
● Other individuals at the request of the parent 
● A person qualified to interpret testing 
● Other individuals who may be necessary to write an IEP as determined by the Administrator 

of Special Education 
● Human service agencies especially when transition is discussed. If the agency doesn't            

participate the district documents steps taken to obtain the agency participation. Parental            
permission for agency attendance must be secured prior to the Team meeting 

● A person knowledgeable about placement options 
 



 
 

Members attend Team meetings unless: 
 

 



● The parent and district agree to use alternative means, such as video conference or conference 
call 

● The district and parent agree in writing, prior to the meeting, that the attendance of a particular 
member is not necessary 

● The district and parent agree in writing to excuse a member's attendance and that member has 
provided written input to the development of the IEP to the parent and Team prior to the meeting. 

 
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 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 timeline for eligibility determination must be strictly adhered to. Within 45 school working days after 
receipt of the parent's written consent to an initial or re-evaluation the school district determines whether 
the student is eligible for special education and provides to the parent a proposed IEP, a proposed 
placement or a written explanation of the finding of no eligibility. 

 
To determine whether a student is eligible for special education the district provides an evaluation or re- 
evaluation, convenes a Team meeting, determines whether the child has a disability, is making effective 
progress, that the lack of progress is the result of a disability and that specially designed instruction is 
necessary. Following the eligibility flow chart will satisfy these requirements. If the Team determines that 
a student is not eligible for special education but may be eligible for section 504, the Team should make a 
referral to the 504 Team to make a determination. The provision of services through the District 
Accommodation Plan is another option that should be considered. Finally when the student's lack of 
progress is due to a lack of instruction in reading or Mathematics, limited English proficiency, social 
maladjustment or inability to meet the school discipline code but is not related to a disability the district 
makes a finding of no eligibility and refers the student back to appropriate options within regular 
education. 

 

 



Disability Categories 
 

Autism 
Autism is a developmental disability significantly affecting verbal and nonverbal communication 
and social interaction. The term shall have the meaning given it in federal law at 34CFR 300.7. 

 
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 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 

 



including a heightened alertness to environmental stimuli resulting in limited alertness with respect 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 Impaired 

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 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 is Defined by Federal Law as follows: 
 

34 CFR Chapter III §§300.7 10.i 
34 CFR Chapter III §§300.7 10.ii 

 

(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. 

 
34 CFR Chapter III §§300.541 

 
Criteria for determining the existence of a specific learning disability. 
(a) A Team may determine that a child has a specific learning disability 
if— (1) The child does not achieve commensurate with his or her age and ability levels in 
one or more of the areas listed in paragraph (a)(2) of this section, if provided with 
learning experiences appropriate for the child's age and ability levels; and (2) The Team 
finds that a child has a severe discrepancy between achievement and intellectual ability 
in one or more of the following areas: 

 
(i) Oral expression. 
(ii) Listening comprehension. 
(iii) Written expression. 
(iv) Basic reading skill. 
(v) Reading comprehension. 
(vi) Mathematics calculation. 
(vii) Mathematics reasoning. 

 
(b) The Team may not identify a child 
as having a specific learning disability if the severe discrepancy between ability and 
achievement is primarily the 
result of— 

(1) A visual, hearing, or motor impairment; 
(2) Mental retardation; 
(3) Emotional disturbance; or 
(4) Environmental, cultural or 
economic disadvantage. 

 

 

http://edocket.access.gpo.gov/cfr_2002/julqtr/pdf/34cfr300.7.pdf
http://edocket.access.gpo.gov/cfr_2002/julqtr/pdf/34cfr300.7.pdf
http://edocket.access.gpo.gov/cfr_2002/julqtr/pdf/34cfr300.541.pdf


 

 
 
 

Team Chairperson/Liaison 
 

Setting up the Team meeting: 

● When the evaluations are completed ( must be 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 the 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 special education process, sharing the Team Evaluation 
Process Packet including Eligibility Flow Chart and a blank IEP/draft IEP and distribute 
the Procedural Safeguards Brochure for initial meetings. All draft IEPs must have the word 
DRAFT stamped or written on EVERY page. Drafts should be collected at the end of each 
meeting. The Parent/guardian should be given a copy of the IEP as developed with the word 
Draft crossed out and all changes that were agreed to. Additionally, Parents/guardians 
should be given a copy of the Team meeting minutes/notes describing discussion and agreed 
upon actions prior to leaving. The new technology will allow for the composition of the IEP 
at the Team meeting with the IEP printed and given to the parent at the end of the meeting. 

● Give an overview of the reasons for referral. 
● Verify Administrative Data. 
● For Initial or re-evaluation meetings, 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(s) in a discussion of the parent's goals for the year and the parent's 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. 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). Drafts should be collected at the 

end of each meeting. The Parent/guardian should be given a copy of the IEP as developed 
with the word Draft crossed out and all changes that were agreed to. Additionally, 
Parents/guardians should be given a copy of the Team meeting minutes/notes describing 
discussion and agreed upon actions prior to leaving. For Initial Meetings, there would be no 
draft IEP as eligibility would need to be determined. 

● The finalized proposed IEP (two copies) MUST be sent to the parent/guardian three to five days 
after the Team meeting. 

● Send N1 letter to parent/guardian with the proposed IEP. Complete the N1 letter fully, 
● answering ALL the questions on the letter. 
● Record the date of the signed IEP in the computer system and notify central office that it has been 

signed. The IEP will then be moved into Infinite Campus. 
● 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 
● IEPs already in place, only the services on the last signed IEP are given until the new IEP 
● is returned signed. 
● 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. 
● IEPs cannot be changed at a higher administrative level within the school district. 

 

An Act Relative to Bullying in Schools / Section 7 
Many of the requirements of this new law are codified in a new statute, MGL c. 71, § 37O. Cohasset 
Public Schools already has policy and strategies or responding to bullying and harassment. However there 
will be much public attention paid to this. In particular for us in special education is a specific provision 
of the Act, Section 7, outlined below. 

 
 

SECTION 7 Requirements for Students with Disabilities 
“For students identified with a disability on the autism spectrum, the IEP Team must              
consider and specifically address the skills and proficiencies needed to avoid and            
respond to bullying, harassment, or teasing. (See MGL c. 71B, § 3, as amended by               
Chapter 92 of the Acts of 2010.) 

 
Whenever the IEP Team evaluation indicates that a student's disability affects social skills 
development, or when the student's disability makes him or her vulnerable to bullying, 
harassment, or teasing, the IEP must address the skills and proficiencies needed to avoid and 
respond to bullying, harassment, or teasing.” 

 
 

Suggestions: Anti Bullying IEP language 
 

When IEP includes a SEB (Social Emotional Behavioral) goal 

Should have social skills / social pragmatics / counseling in service delivery 
● Some ideas to add to a social skills / pragmatics as a benchmark: 

 

http://www.mass.gov/legis/laws/seslaw10/sl100092.htm


● When the student feels vulnerable or victimized, the student is able to identify a safe adult to 
report to. 

● The student will access help (identify 'safe' staff  and  the pragmatics of who, how, when, the 
 

 



student can turn to for help) 
● 'Student will be able to communicate and rehearse a safety plan if harassed, teased or bullied.' 
● 'Student will provide feedback to peers about unwanted attention.' 
● The student will distinguish between jokes and teasing 
● The student will be able to communicate assertively about unwanted attention from a peer. 

 

To include, if appropriate, in modification section of PLEP B: 

Developmentally appropriate "social stories", visual action plan, rehearsal / practice of a safety action 
plan. 
A safety plan components include: 

● Review (emphasize and rehearse) with the student: 
1. How to access help (identify 'safe' staff and the pragmatics of who, how, when, the 

student can turn to for help) 
 
 

In response to an episode of perceived bullying and / or harassment 
A safety plan to include corrective actions should be clarified with the student and parent, and 
documented. The components include: 

● Review (emphasize and rehearse) with the student: 
1. How to access help (identify 'safe' staff and the pragmatics of who, how, when, the 

student can turn to for help) 
2. Informing staff that the student may request access to 'safe' staff. 

● In the event of a reported bullying episode: 
1. Reconvene Team / IEP meeting 
2. Consider any indicated changes in the IEP to support the student, to include options for 

daily check-ins with staff to determine mood, perception, experience (gauge the level of 
anxiety and safety) and additional counseling if indicated. 

3. Review concerns and plan components, emphasize monitoring measures. 
 
 

When no Goal is Needed in regard to bullying: 

To include in N 1 and / or IEP Additional Information: 
● “The Team considered the student's level of social skills development and disability. At this time, 

the Team concluded that the student is not lacking or deficit in social development and the 
disability is not likely to make the student more vulnerable to teasing, harassment and / or 
bullying.” 

 
 
If a determination of no eligibility: 

● Send District Refusal to Act letter, N2 to parent/guardian with Procedural Safeguards Brochure. 
● Complete ALL questions on the Refusal to Act form. 
● If at a 3 year re-evaluation meeting a student is found no longer eligible for special education 

services, the current services remain in effect for an additional 30 days in order to give the 
parent/guardian time to seek an independent evaluation or other advice. 

● Answer any questions the parent/guardian may have. 

 



● Notify the Principal if a 504 consideration needs to take 
place. (See Appendix for Steps for IEP Completion). 

 

 



 

 
 

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 
All Teams should strive toward reaching consensus with the focus being the needs of the child. 

 
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: 

 
 

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) serve 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. 

 
Two days prior to Team 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. 

 
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 
shares 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/guardian 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 Individualized Education Program, which 
fosters maximum growth potential for the student. 

 
N.B. 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. 

 
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 files 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 briefly as is appropriate. 
● 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 Reevaluation 

It is the responsibility of the Chairperson/Liaison to generate the notice to reevaluate and send the 
parental consent form to a parent/guardian at least 60 days before the Individual Education Program 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/guardian: 

 
a) That all assessments given at the initial evaluation be repeated 
b) That no further assessments are needed at this time and the reasons for this; and 
c) That 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 the 

 



next step(s).  A Procedural Safeguards Brochure should always accompany 
any notice sent to a parent/guardian for initial evaluations. Otherwise these brochures are sent 

 

 



annually to every family. 
 

Assessment Components of the Three-Year Reevaluation 
 

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. Consent MUST be gained before any 
evaluations take place. 

 
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. The 
Whitman-Hanson 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. NB You will need a Psychological Evaluation to change the disability category. 

 
 

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. 

 

 
 

At least annually, on or before the anniversary date of the IEP, a Team meeting is held to consider the 
student's progress and to review, revise or develop a new IEP or refer the student for a re-evaluation as 
appropriate. 

 
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 parents 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. NB Send notification/invitation to students over 14 years old. 

 
Organizing the Meeting 

1. Review student's file, prior assessments, and current progress. 
2. Update assessments as indicated on the IEP to determine Performance Criteria on PLEP. 
3. Collect progress reports or other pertinent information from the child's teachers. 

 
At the Meeting 

1. Have all participants sign the Attendance Sheet. 
2. Answer any questions regarding the process. 
3. Ask the parent/guardian to share his/her Vision Statement. The Vision Statement is a Team              

vision. If the parent's/guardian's and/or student's vision differs from the Team vision, both             
should be reflected on the IEP. 

4. Update the PLEP pages. 
5. 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. 
6. Discuss proposed service delivery and draft IEP. 
7. Keep Team Meeting notes. A copy of the notes should be given to the parent/guardian at the end 

of the meeting. 
8. With the installation of electronic equipment allowing for projection of the IEP, all necessary 

changes should be made at the Team meeting using the computer. Print that copy of the IEP to 
give to parents at the end of the meeting. A finalized copy of the IEP should be sent home within 
three days of the meeting (five days if there is a weekend) for signature. 

 
After the Meeting 

1. Send N1 Letter with IEP immediately following the development of the IEP. This means 
within three days of the meeting. 

2. In the N1 notice offer recommendations based on Team consensus, discuss goals and objectives 
and answer all questions on the state approved form. The N1 notice should provide a summary of 
the Team meeting discussion. 

3. 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/guardian. 

 
The Team member has the same responsibilities for the Annual Review as were outlined 
in the Initial Evaluation and Reevaluation Sections (See Appendix for Guidance on Time Lines). 

 
Leaving the Team Meeting 
At the end of the Team meeting, provide the parent with a written summary of the decisions and 
agreements reached during the meeting including: 

 
a. The completed IEP service grid describing the types and amounts of special education 

and/or related services. 
b. A statement of the major goal areas associated with the services. 
c. District Team meeting minutes. 
d. The draft IEP, with the agreed upon changes and the word “draft” crossed out. With the 

 



installation of electronic equipment allowing for projection of the IEP, all necessary changes 
should be made at the Team meeting using the computer. Print that copy of the IEP to give to 
parents at the end of the meeting. A finalized copy of the IEP should be sent home within three 

 

 



days of the meeting (five days if there is a weekend) for signature. 
No later than three to five calendar days from the conclusion of the Team meeting (five calendar 
days where weekend days intervene) the district should issue the fully developed IEP to the parent. 

 
 
Procedures for Audio or Video Recording of Team Meetings 

 
Part B of IDEA does not address the use of audio or video recording devices at IEP meetings, and no 
other Federal statue either authorizes or prohibits the recording of an IEP meeting by either a parent or a 
school official. Therefore, an SEA or public agency has the option to require, prohibit, limit, or otherwise 
regulate the use of recording devices at IEP meetings. 

 
If a public agency has a policy that prohibits or limits the use of recording devices at IEP meetings, that 
policy must provide the exceptions if they are necessary to ensure that the parent understands the IEP or 
the IEP process or to implement other parental rights guaranteed under Part B. An SEA or school district 
that adopts a rule regulating the tape recording of IEP meetings also should ensure that it is uniformly 
applied. 

 
Any recording of an IEP meeting that is maintained by the public agency is an “education record,: within 
the meaning of the Family Educational Rights and Privacy Act (“FERPA”; 20 USC 1232g), and would, 
therefore, be subject to the confidentiality requirements of the regulations under both FERPA (34 CFR 
Part 99) and Part B (§§ 300.560-300,575). 

 
Parents wishing to use audio or video recordings devices at IEP meetings should consult State or local 
policies for further guidance. 

 
The practice of the Whitman-Hanson Regional School District does not allow for audio or video taping of 
Team meetings. If a parent requires audio or video taping of the meeting, they must contact the 
Administrator of Special Education prior to the Team meeting indicating that they need this 
accommodation as it relates to paragraph two above. The Administrator of Special Education will make a 
determination as to the need to record the meeting based on information provided by the parent in relation 
to past meetings the parent has attended, knowledge of the condition prohibiting the parent from 
accessing the meeting without a recording and any other pertinent information. If a parent is allowed to 
tape a meeting, the district will also tape the meeting. The district tape will become part of the student 
record. 

 
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 parent's/guardian's 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 Procedural Safeguards Brochure (for            
initials). 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 the parent/guardian, a summary of their rights that                
includes a specific date identifying the day when the parent/guardian must have responded by, either               
accepting or rejecting the IEP will also be sent. 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, school council meetings, parent/ teacher conferences etc.,             
to gain more insight and be actively involved. 

 
Request for a Reevaluation or an Independent Evaluation 
Any request for a reevaluation outside the reevaluation 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. The 
Whitman-Hanson Regional School District will follow the guidelines for income eligibility for all IEE 
requests as appropriate. Information will be sent to parents/guardians upon request of an evaluation. All 
IEE 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 and/or related 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, 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 must all 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 (BSEA), 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 Procedural Safeguards Brochure, which is available from any member of the special 
education department or the school Principal. 

 
If it is the determination of the Team that the student does not qualify for special education services or 
that a student is no longer in need of services, 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. These accommodations may be made with or without a 504 
accommodation plan. 

3. File copies of ED1 and N1, N2, N3 in the student file with back-up documentation. 

 



 
Services for children who once had an IEP but have been found no longer eligible must remain in 
place for thirty days in an effort to give parents/guardians the opportunity to react, reject the 

 

 



finding and/ or gather information. 
 
 

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/guardians 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/guardian introduces 
issues that the Chairperson did not anticipate and is unprepared to respond, the Team 
Chairperson may do one 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 proscribed 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. The Team first 
determines eligibility or no eligibility following the DOE flow chart and guidelines. If the eligibility 
determination is made but the Team needs more information, the Team can propose an extended 
evaluation. When the Team has determined eligibility and some necessary objectives and services, then 
the Team must write a partial IEP while the Extended Evaluation is occurring. The evaluation may not 
extend beyond eight school weeks. Upon completion of the extended evaluation, the Team meets to 
consider the additional information, adjust goals/services or to re-determine eligibility. 
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 parent/guardian 
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 the 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. The DESE has moved to a new 

 

 



system of live data exchange; therefore it is extremely important to be timely and accurate! 
 
 

Attorney Invited to the Meeting 
If parents unexpectedly bring an attorney to a Team meeting, the Team Chairperson should 
inform the attorney that the Whitman-Hanson Regional School District Teams are represented by the law 
firm of Murphy, Hesse, Toomey and Lehane. Ethics rules prohibit the attorney from having contact with 
the school staff 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 and will be reconvened, at a later date, with the school attorney present. 

 
Parents Invite a Consultant or Advocate to a Team Meeting 
Parents/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 laws and school rules for such. A special 
education staff person will be assigned to the visitor throughout the entire observation and will 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. In the case where an Independent Educational Evaluation was 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, 
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 and school's 
daily activities and in compliance with section 3 of GL c 71 B the state special education law: 

1. Advocates should produce a written permission document signed by the parent or legal guardian. 
Please work with parents around consent and documentation of consent to share student 
information. Without this consent, you are not authorized to divulge any information, as required 
by student record regulations, 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 a confirmation letter. 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 keeps all parties informed. Advocates must follow the 
rules of the school regarding visitors as stated in school handbooks. The length of the visit will 
be determined by the school and observer jointly and will be based on the reason for the 

 

 



observation. 
3. Requests from advocates for copies of any student file materials must follow the 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. 

4. The observation law states that districts may not condition or restrict program observations except 
when necessary to protect: the safety of the children in the program during the observation; the 
integrity of the program during the observation; and children in the program from disclosure by 
an observer of confidential or personally identifiable information he or she may obtain while 
observing the program. The DESE recommends that districts consider the need for these 
conditions or restrictions on an individual basis and that the Principal discuss them with the 
program observer in planning the school visit. It is important to note that while Principals must 
exercise their authority consistent with the observation law, they remain responsible for the 
management and operation of the school (subject to the supervision and direction of the 
superintendent). As such, they may exercise their discretion at any time to reschedule or 
terminate an observation in the event of a building emergency or a disruption that impacts the 
physical or emotional well-being of the children in the school or the program being observed. 
While this is possible, it is expected that these times will be limited. 

5. In order to avoid CORI issues, a district staff person should be assigned to observe with the 
person requesting to observe a child in the child's program. The district person should take notes 
during the observation time. Said notes will serve as a memory aid in the event certain 
information may need to be recalled. 

6. As these observations are confidential in nature and are limited to the purpose as identified ahead 
of time, it is reasonable to ask observers to sign a statement that in the event that they obtain 
personally identifiable or confidential information during the course of an evaluation/observation, 
they will not disclose it (except when the information of the student being evaluated, in which 
case it will be used consistent with the parent's authority and direction). 

 

 



 

 
 

 

Amendments 
In between annual IEP meetings, the district and parent may agree to make changes to a student's IEP, 
documented in writing, with or without convening a meeting of the Team. Upon request, a parent is 
provided with a revised copy of the IEP with the amendments incorporated. 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. 

 
When Parents Fail to Participate or Consent 
When parents fail to consent or participate in the evaluation process or Team meetings, 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). Participation at Team meetings via phone and video conferencing is permissible. 
In cases where the district, after reasonable efforts, is unable to obtain the parents' participation in the 
Team meeting discussions and decisions, the district conducts the Team meeting and documents its 
attempts to facilitate the parents' participation. Nothing in this procedure will prohibit parents from 
ultimately refusing a special education evaluation or services. Parents are informed that consent may be 
revoked at any time. Except for initial evaluation and initial placement, consent may not be required as 
condition of any benefit to the child. 

 
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 the parent/guardian notifying them that they are legally required 
to respond. 
Inform Department of Elementary and Secondary Education in writing of difficulties. 
Request mediation or hearing through BSEA 

 
If, subsequent to initial evaluation and initial placement and after following the procedures required by 

 



the regulations, the school district is unable to obtain parental consent to a re-evaluation or to placement 
in a special education program subsequent to the initial placement, the school district considers with the 
parent whether such action will result in the denial of a free appropriate public education to the student. 

 

 



If, after consideration, the school district determines that the parent´s failure or refusal to consent will 
result in a denial of a free appropriate public education to the student, it seeks resolution of the dispute 
through the BSEA. 

 
Notwithstanding 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. 

 

 

All communication with parents is to be completed in simple language, jargon free using layman's terms. 
Both English and the primary language of the home shall be used. Interpreters used to assist a 
parent/guardian and student in the Special Education process and services available shall be fluent in the 
primary language of the home and familiar with special education procedures, programs and services. If 
the parents/guardians or the student are unable to read in any language or are blind or deaf, 
communications required by regulation are to be made orally in English with the use of an interpreter, in 
Braille, in sign language, via TTY or in writing and all such communications are documented. 
Before 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 Mildred A. O'Callaghan in the Central office. 

Procedural Safeguard Brochures and IEP forms are available on the DOE website for several languages. 
Please contact the Special Education Office for assistance. 

 

 

The School Principal will provide the 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 with 
expertise in the ailment listed, not a psychologist or nurse practitioner. The form must indicate that the 
student will be confined to home. Once this 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 whom 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's 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 evaluation or additional information 
may be requested depending on the circumstances. An expedited special education evaluation, which is 
limited to a student's physician statement unless there is a clear indication of the need or unless the 
parents request additional evaluation, is conducted and services provided to eligible students whose 
parents reside in the district within 15 calendar days of the district's receipt of the student's physician 
statement. 

 
Each request will be viewed on an individual basis. The Physician's Statement must be completed (with 

 



specific end date) and sent to the Special Education Office. A review of the student's need for tutoring 
will take place every 60 days. New information from the doctor maybe requested especially as it relates to 
long term absence. 

 

 



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 on 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 that the amount produced during home tutoring. 

3. If necessary, weigh the option of giving an incomplete, so that the 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 Principal/Counselors/ 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. Keep in contact 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. 

 

 

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 if in crisis. Students utilize counseling for 
the development of self-awareness and the achievement of long-term development 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 
c) Recommendations of school staff/administrators, parents, medical doctor, agencies, peers, or 

others. 

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 expenditure. 
All efforts must be made to access Third Party insurance, provided parents agree, prior to using district 
funds. 

 

 

Each Team must consider a student's behavior in relation to his/her disability and effective progress. This 
should be done in a pro-active manner through the Functional Behavioral Assessment and Behavior 
Intervention Plan. These tools should be developed in an effort to change behavior prior to it becoming 
unmanageable in the school environment. Data should be maintained and used to inform decisions 
regarding goals and objectives for the student. When restraint is considered in relation to meeting a 
student's needs, very specific practices should be delineated in the IEP. Please refer to the district 
restraint policy. Only trained persons should restrain students. Call the school office for immediate 
assistance if a situation develops. Restraint should be a last resort and only used if the student presents as 
a danger to himself/herself or others. For information on the Whitman-Hanson Regional School District 
restraint policy, contact the building Principal. 

 
School Discipline 
Students are expected to meet the requirements for behavior as set forth in the Whitman-Hanson Regional 
School District Public Schools 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. The following are these 
additional requirements: 

 
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. Each school shall maintain a record of suspensions including those related to transportation and              

report them according to state requirements. Further, 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. 

3. A record must be kept of such notice. 
4. Manifestation meetings must be held in accordance with regulation. 
5. Students on section 504 plans as well as students in the process of evaluation have certain 

protections under regulation. Please ensure that process is followed. 
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. 

 

 



 

 
 

1. Free and Appropriate Public Education (FAPE): Whitman-Hanson 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 provisions of FAPE. A 
suspension of longer than 10 consecutive days or a series of suspensions that are shorter than 10 
consecutive days but constitute a pattern are considered to represent a change in placement. 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. A manifestation determination will be held at that time. 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 should be completed prior to the Team meeting to allow the 
Team to develop a Behavior Intervention Plan. 

 
2. Functional Behavioral Assessment (FBA)/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: 

 
A suspension of longer than 10 consecutive days or a series of suspensions that are shorter than 10 
consecutive days but constitute a pattern are considered to represent a change in placement. 

 
When a suspension constitutes a change in placement of a student with disabilities, district personnel, the 
parent, and other relevant members of the Team, as determined by the parent and the district, convene 
within 10 days of the decision to suspend to review all relevant information in the student's file, including 
the IEP, any teacher observations, and any relevant information from the parents, to determine whether 
the behavior was caused by or had a direct and substantial relationship to the disability or was the direct 
result of the district's failure to implement the IEP—“a manifestation determination.” 

 
If district personnel, the parent, and other relevant members of the Team determine that the behavior is                 
NOT a manifestation of the disability, then the suspension or expulsion may go forward consistent with                
policies applied to any student without disabilities, except that the district must still offer: 

a. services to enable the student, although in another setting, to continue to participate in 
the general education curriculum and to progress toward IEP goals; and 

b. as appropriate, a functional behavioral assessment and behavioral intervention services 
and modifications, to address the behavior so that it does not recur. 

 
Interim alternative educational setting. Regardless of the manifestation determination, the district may 
place the student in an interim alternative educational setting (as determined by the Team) for up to 45 

 



school days 
a. on its own authority if the behavior involves weapons or illegal drugs or another 

controlled substance or the infliction of serious bodily injury on another person while at 
school or a school function or, considered case by case, unique circumstances; or 

 

 



b. on the authority of a hearing officer if the officer orders the alternative placement after 
the district provides evidence that the student is “substantially likely” to injure 
him/herself or others. 

 
Characteristics. In either case, the interim alternative education setting enables the student to continue in               
the general curriculum and to continue receiving services identified on the IEP, and provides services to                
address the problem behavior. 

 
If district personnel, the parent, and other relevant members of the Team determine that the behavior IS a 
manifestation of the disability, then the Team completes a functional behavioral assessment and 
behavioral intervention plan if it has not already done so. If a behavioral intervention plan is already in 
place, the Team reviews and modifies it, as necessary, to address the behavior. Except when he or she has 
been placed in an interim alternative educational setting in accordance with part 4, the student returns to 
the original placement unless the parents and district agree otherwise or the hearing officer orders a new 
placement. 

 
Not later than the date of the decision to take disciplinary action, the school district notifies the parents of 
that decision and provides them with the written notice of procedural safeguards. If the parent chooses to 
appeal or the school district requests a hearing because it believes that maintaining the student's current 
placement is substantially likely to result in injury to the student or others, the student remains in the 
disciplinary placement, if any, until the decision of the hearing officer or the end of the time period for the 
disciplinary action, whichever comes first, unless the parent and the school district agree otherwise. 

 
Whenever possible, the Administrator of Special Education should attend Manifestation Determination 
meetings. 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 education 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. As needed, training in the manifestation determination process will be provided to 
Teams by the Administrator of Special Education. If a lawyer is present representing the child and 
family, do not hold the manifestation determination meeting until a school attorney can also be present. 
While the school department must hold the determination in a timely fashion, we are at the same time 
entitled to have legal representation if a student and his/her family have representation. Contact the 
Administrator of Special Education immediately should these or other circumstances develop. 

 
 

 

If, prior to the disciplinary action, a district had knowledge that the student may be a student with a 
 



disability, then the district makes all protections available to the student until and unless the student is 
subsequently determined not to be eligible. The district may be considered to have prior knowledge if: 

 

 



a. The parent had expressed concern in writing; or 
b. The parent had requested an evaluation; or 
c. District staff had expressed directly to the special education director or other 

supervisory personnel specific concerns about a pattern of behavior demonstrated by 
the student. 

 
The district may not be considered to have had prior knowledge if the parent has not consented to 
evaluation of the student or has refused special education services, or if an evaluation of the student has 
resulted in a determination of ineligibility. 

 
If the district had no reason to consider the student disabled, and the parent requests an evaluation 
subsequent to the disciplinary action, the district must have procedures consistent with federal 
requirements to conduct an expedited evaluation to determine eligibility. 

 
If the student is found eligible, then he/she receives all procedural protections subsequent to the finding of 
eligibility. 

 

 

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 

 
 

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 Administrator of Special Education to 
procure the appropriate services. Such services can be found through the Whitman-Hanson Regional 
School District High School Program, other public school programs, Collaborative Programs, agencies 
such as Department of Mental Retardation (DMR), Massachusetts Rehabilitation Commission (MASS 
REHAB), Massachusetts Commissions for the Blind and/or Deaf, Road to Responsibility, New England 
Villages, local Vocational Schools, local Community Colleges, the Arc of Greater Plymouth and other 
such agencies. 

 

 

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 (See Appendix for Transition Planning Guidelines and Transition Services 
Form). 

 
 

Transition Services – 
 

 



 
 

 



begin at age 14or 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 be part of 
the Individualized Education Program (IEP). Students must be invited to all educational meetings and 
be allowed to participate actively when transition planning is discussed. Transition needs must be 
stated on the IEP and documented on the district provided forms. The need for transition planning is 
required for ALL students with an IEP and must be updated annually. 

 
 

Linkages to Post School Options – provide transition services by age 16 or earlier and update 
annually 
By age 16, the IEPs 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-orientated 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. This 
process should begin with the IEP meeting closest to the child's 16th birthday, as all services must be in 
place by that date preferably at age 15. 

 
 

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 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 at a Team meeting. For 
students who have been assigned a legal guardian, please add a copy of the court document to the 
student's file. At this point, all documents are sent to the student as well as the parent. The student must 
sign their educational documents unless there is a court appointed guardian. In the case of a dispute 
between the parent and child, the wishes of the child prevail unless there is a court appointed guardian. 

 
 

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. Agency staff is required to be invited 
to Team meetings especially when transition planning is taking place. If an agency offers services but 
then does not provide them, the Team must reconvene to determine how the IEP objectives will be met 
and what services might be needed to meet those objectives. 

 
 

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 agencies 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. Parental permission must occur before 
agency staff are invited to Team meetings. 

 
 

 

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. The Whitman-Hanson Regional School District will assist in finding an 
Educational Surrogate Parent as required. Such person assigned cannot have any conflicts of interest, 
cannot be an employee of the district or an employee of any state or federal agency involved with the 
student. 

 

 

Progress reports are sent home as often as regular education report cards. It is the liaison's responsibility 
to send home progress reports of all service deliverers. It is 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 educational progress and program benefit. Copies of 
progress reports should be maintained in the student's special education file. When the student graduates 
or reaches the age of 22, upon leaving the public school system, the student is provided with a summary 
of his/her academic and functional progress including recommendations for meeting post secondary 
goals. The district form designed for this purpose should be used and completed on an annual basis so that 
the history of progress is documented over time. The high school staff is responsible for final completion 
of this form and the dissemination of the information to the student upon graduation. 

 

 

 



All students receiving special education, regardless of placement, shall have an equal opportunity to 
 

 



participate in and, if appropriate, receive credit for the vocational, supportive, or remedial services that 
may be available as part of the general education program as well as the non-academic and extracurricular 
programs of the school. 
Programs, services, and activities include, but are not limited to: 

● art and music 
● vocational education, industrial arts, and consumer and homemaking education 
● work study and employment opportunities 
● counseling services available at all levels in the district 
● health services 
● transportation 
● recess and physical education, including adapted physical education 
● athletics and recreational activities 
● school sponsored groups or clubs 
● meals 

 
 

 

For each student with special education needs found to require related services, the school district 
provides or arranges for the provision of transportation and such developmental, corrective, and other 
supportive services as are required to assist a student to benefit from special education or to access the 
general curriculum, and includes: 

● speech-language pathology and audiology services 
● psychological services 
● physical therapy 
● occupational therapy 
● recreation, including therapeutic recreation 
● early identification and assessment of disabilities in children 
● counseling services, including rehabilitation counseling 
● orientation and mobility services 
● medical services for diagnostic or evaluation purposes 
● school health services, including school nurse services 
● social work services in schools 
● parent counseling and training, and 
● interpreting services. 

 
 
 

 

Defining Effective Progress 
In accordance with the Massachusetts Department of Secondary and Elementary 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 and gain benefit from 
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. DESE defines “making progress” in general terms, 

 



recognizing that student development and growth encompasses many knowledge and skill areas. 
Generally, “making progress” is to show 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 constitutes an impairment to the student's 
performance. 

 
 

Measuring Effective Progress 
The Whitman-Hanson Regional School District has a wide assortment of assessment criteria that may be 
used to determine whether a child is making effective progress or not. No one single measure should be 
used to make this determination. The following list identifies the most common means available to 
measure effective progress. 

 

 
 

 

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 US 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 service. 

 
At least once annually the child's Team must consider the need for an extended school year 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 (ie, 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 recoupment 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 (eg, 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 “recoupment” can be considered to be an aspect of “significant regression”. 
Specifically, significant regression and recoupment 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 recoupment 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 recoupment capability. In other words, a child's Team must look 
backward and forward when considering the need for ESY programming. 

 

 
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: 

 
● There is a 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/recoupment 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 US 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. If a meeting has not been held yet, please 
send requests clearly marked with “anticipated”. These will be used for planning purposes. Once actual 
services have been determined, send updated information to the Administrator of Special Education 
within 10 days of the Team meeting. 

 
 
 

 

On or before December 1 the Whitman-Hanson Regional School District will contact private schools 
regarding the special education students who may be attending said schools. Letters requesting a response 
are sent to each school servicing Whitman-Hanson Regional School District residents. 

 
The district provides or arranges for the provision of an evaluation for any private school student whose 
parent resides in the district who is referred for evaluation. The evaluation may take place in the public 
school, the private school, or an appropriate contracted facility; as part of its consultation with the private 
school, the district ensures that a representative of the student's private school is invited to participate as a 
member of the Team pursuant to §28.05. The district provides an IEP for any such private school student 
who is found eligible for special education and/or related services. 

 
The district provides special education and/or related services designed to meet the needs of eligible 
students, who are attending private schools at private expense and whose parents reside in the district, and 
does so according to a properly developed IEP. The district provides to such students genuine 
opportunities to participate in a public school special education program consistent with state 
constitutional limitations. 

 
In providing or arranging for the provision of the special education and/or related services described by 
the student's IEP, the district ensures that special education services funded with state or local funds are 
provided in a public school facility or other public or neutral site. When services are provided using only 
federal funds, services are provided on public or private school grounds. When the student attends a 
private school located outside of the district, the district makes reasonable efforts to provide or arrange for 
the provision of services for the student in the community where the school is located. 

 
The district does not withdraw or withhold services from a student whose parents reside in the district 
solely because the district has met the spending requirements of federal law. Special education services 
and/or related services for a private school student whose parents reside in the district are comparable in 
quality, scope, and opportunity for participation to those provided to public school students with needs of 
equal importance. 

 



 
These procedures shall in no way inhibit children who are attending private or parochial schools from 

 

 



receiving special education 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 offer genuine opportunities to access services. A 
representative from the private school, 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. The Whitman-Hanson 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 Whitman-Hanson 
Regional School District assigned Liaison. All meetings and regulations apply as far as timelines etc. 
Please refer questions to the Administrator of Special Education. 

 
Students attending Private School at Parent Expense may be eligible for tutoring services due to illness. 
Once the Administrator of Special Education receives the required physician's statement, determination 
of services will take place following the same process as that used for in district students. An expedited 
special education evaluation, which is limited to a student's physician statement unless there is a clear 
indication of the need or unless the parents request additional evaluation, is conducted and services 
provided to eligible students whose parents reside in the district within 15 calendar days of the district's 
receipt of the student's physician statement. 

 
 

 

All students registered in the Whitman-Hanson 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 education 
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 Whitman-Hanson Regional School 
District in an effort to insure that the scores are reported to the Whitman-Hanson 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. 

 
The Superintendent of the district or the equivalent administrator shall file a MCAS performance appeal               

 



for a student with a disability when the student's parent or guardian or the student, if over 18, requests it,                    
provided that the student meets the eligibility requirements for such appeal. Consent to file the appeal 

 

 



must be obtained from the parent or guardian or the student, if over 18. Such performance appeal 
includes, to the extent possible, the required evidence of the student's knowledge and skills in the subject 
at issue. 

 
 

 

Students with limited English proficiency should be monitored closely through regular education. If a 
teacher has a particular concern, the child should be referred to the Student/Teacher Support Team for 
assistance. The Student/Teacher Support Team will make recommendations for meeting the child's needs 
in regular education. If interventions appear to not assist the child in making progress, the 
Student/Teacher Support Team should determine if a referral for a special education evaluation is 
warranted. If the child is referred for evaluation, all assessments should be completed in the child's native 
language. The Team may contact other school districts such as Brockton, Fall River, Lawrence, Lowell, 
etc., or agencies such as ARC of Greater Plymouth, Department of Developmental Services, 
Massachusetts Rehabilitation Commission, Massachusetts Commission for the Deaf/Hard of Hearing or 
hospitals such as Children's Hospital or Mass General Hospital, both located in Boston, for referrals to 
Psychologists who test in various languages. The Psychologist will decide which testing instruments will 
be used based on the presenting problem and age of the child. The Psychologist hired will also complete 
an observation of the child in the school setting and will complete an interview with the child's 
parents/guardians. It is important to determine the cause for lack of progress in relation to disability or 
Limited English Proficiency. Once testing is completed, the Psychologist, with the child's 
parents/guardian and student if appropriate, will review it. The Team will make a determination related to 
eligibility for special education. Every effort will be used to provide testers and interpreters that are 
versed in the special education process. The Administrator of Special Education will review the special 
education process with the tester or interpreter as necessary (See Appendix for Referral for Limited 
English Proficiency Students). 

 
Students will receive services as determined by the Team. Services can be part of regular education or 
special education depending on circumstances and will be provided as required by current regulations. 
Services can include, but are not limited to, after school tutoring, peer tutoring, after school assistance 
with regular education teachers, in school counseling services with a guidance or adjustment counselor, 
services of an interpreter, or other services as defined based on the child's needs. 

 
 

 

Email is a convenient tool offering quick communication for staff, students, administrators and parents. 
Email is considered written documentation and when related to a student, may become part of the 
student record. Internal email about students, setting up meetings, reviewing homework assignments, 
etc., between staff and/or administrators is included in this ruling. All email related to students should be 
printed and placed in the student record. It is extremely important to use email appropriately and in 
adherence with district policy. When emailing, please refer to facts and avoid conclusions and judgments 
outside of the Team meeting process. Parental requests should always follow appropriate processes as 
well as chain of command policies of the Whitman-Hanson Regional School District. Appropriate use of 
email can enhance communication; inappropriate use can hinder us from our goals and mission and cause 
extensive communication difficulties. If at any time you have a particular concern about the use of email 
or response to email you have received; ask your building Principal or the Administrator of Special 
Education for assistance. 

 



 

 



 

 
 

Graduation from school is considered a change in placement. Local school and state officials (NOT 
courts, hearing officers or Teams) set the academic standards for award of a regular high school diploma. 
In the Whitman-Hanson Regional School District, meeting locally established graduation requirements 
and passing the required statewide assessment (MCAS) constitutes graduation. 

 
In regard to graduation, the district is required to provide prior notice of graduation 34CMR 
300.20 (a)(3). Such notice must include: 

 
(1) A description of the action proposed or refused by the agency; 
(2) An explanation of why the agency proposes or refuses to take the action; 
(3) A description of any other options that the agency considered and the reasons why 

those options were rejected; 
(4) A description of each evaluation procedure, test, record or report the agency used as 

a basis for the proposed or refused action; 
(5) A description of any other factors that are relevant to the agency's proposal or 

Refusal; 
(6) A statement that the parents of a child with a disability have protection under the 

procedural safeguards and if this notice is not an initial referral for 
evaluation; The means by which a copy of safeguards can be obtained; 

(7) Sources for parents to contact to obtain assistance in understanding the provision of 
this part. 

 
With all notification, parents/guardians will be provided a copy of the Procedural Safeguards Brochure. 

 

 

The Special Education Liaison determines who is required at individual Team meetings. The participants 
will vary depending on the student needs, grade level, and Team needs in relation to additional 
input/services. In the Whitman-Hanson Regional School District, the following monitoring practices 
insure participation: 

 
Meeting invitations are sent to all involved. Additionally, e-mail may be used to remind 
the members or to cancel/reschedule Team meetings. 
The Special Education Coordinators and the building Principals inform regular education 
and special education staff of requirements at the building level. 
The Administrator of Special Education as well as other Administrators attend numerous 
Team Meetings and insure that requirements are met. 
Parents are presented with a Parent Survey that they can complete after the Team Meeting. 
These surveys are sent to the Administrator of Special Education. 
The Administrator of Special Education works with the Special Education parent Advisory 
Council to provide parents with their rights regarding the special education process. There are 
workshops on Parent Rights each year in which the composition of the Team is discussed. 
Parents are encouraged to contact the Administrator of Special Education about 
concerns/questions in this area. 

 



 

 



  
 

The Whitman-Hanson Regional School District is committed to the provisions of Special Education 
Services without delay and in a consistent manner. All students are scheduled for their services in a 
timely manner (see tutoring guidelines in SPED Procedures Manual) and parents/guardians are notified 
when there is a shortage/change of staff or space. 

 

The Whitman-Hanson Regional School District has the following processes in place to monitor service 
provision: 

 
● Principals and Administrator of Special Education complete “walk throughs” to monitor all 

programming. 
● Classroom observations are completed in relation to the Teacher and Assistant Evaluation 

process. 
● Administrators attend numerous Team meetings. 
● Special Education staff meets on a scheduled basis with the Administrator of Special Education 

regarding all SPED issues. 
● Special Education staff meet with the Administrator of Special Education outside of formally 

scheduled times to discuss building specific issues. 
● Regular Education teachers are required to submit student progress reports upon request and as 

required on student IEPs. 
● Special Education staff complete observations of students in regular education classrooms. 
● Special Education teachers co-teach regular education classes. 
● Instructional assistants at the middle school and high school keep daily logs/notebooks related to 

the activities of the regular education classroom. 
● Parents are encouraged to call Principals and /or Administrator of Special Education with their 

concerns. 
● Special Education staff as well as consultants hired by the district complete data collection in 

relation to student regular classroom needs. 
● All district staff (teachers and assistants) is provided Professional Development in regard to 

meeting student needs in the regular classroom setting. 
 

 



 

 
 

1. Protocols are kept in the tester's personal files, and as such are not considered part of the student 
record. They are NEVER placed in a student record file. In most cases, protocols are destroyed. 

2. As protocols are part of the personal files of the evaluator, it is permissible, but not required, that 
they be shared with the parent or eligible student. 

3. Requests to review protocols should be received in writing and mutually agreeable time to review 
the protocol will be arranged. The protocol will be reviewed under supervision of the evaluator or 
another appropriately trained person.  It is not permissible for test 
questions and answers to be copied by the parent. 

4. Other than the first page of the protocol, copyright laws prevent the copying and distribution 
of protocols. 

5. If the evaluator shares the protocol with anyone, it will then be considered part of the student 
record. 

 

 
 

The Team must routinely consider the need for an educational program that is less than or more 
than the regular school day or school year, including extended day, year, and/or residential 
services, and indicates on the IEP why the shorter or longer program is necessary. 
The daily duration of the student's program is equal to that of the regular school day unless the 
Team states that a different duration is necessary to provide a free appropriate public education to 
the student. In this case the Team specifies the daily duration of the program and states the reason 
for the different duration on the IEP. 
Specialized transportation schedules do not impede a student's access to a full school day and 
program of instruction. 
An extended day or year program is identified if the student has demonstrated or is likely to                 
demonstrate substantial regression in his or her learning skills and/or substantial difficulty in             
relearning such skills if an extended program is not provided. 
If residential services are required, the IEP clearly specifies the reasons for such determination 
and how such services will be coordinated with the day education services provided to the 
student. Additionally, the annual goals and services on the student's IEP reflect the 
comprehensive nature of the educational program required. 
Camping or recreation programs provided solely for recreational purposes and with no 
corresponding IEP goals or specially designed instruction are not to be considered for extended 
year programs. 

 
 

 

The size and composition of instructional groupings for eligible students receiving services 
outside the general education classroom are compatible with the methods and goals stated in each 
student's IEP. 
Instructional grouping size requirements are maximum sizes and the school district exercises            
judgment in determining appropriate group size and supports for smaller instructional groups            

 



serving students with complex special needs. 
When eligible students are assigned to instructional groupings outside of the general education 
classroom for 60% or less of the students' school schedule, group size does not exceed 

 

 



● 8 students with a certified special educator, 
● 12 students if the certified special educator is assisted by 1 aide, and 
● 16 students if the certified special educator is assisted by 2 aides. 

For eligible students served in settings that are substantially separate, serving solely students with              
disabilities for more than 60% of the students' school schedule, the district provides instructional              
groupings that do not exceed 

● 8 students to 1 certified special educator, or 
● 12 students to 1 certified special educator and 1 aide. 

After the school year has begun, if instructional groups have reached maximum size as delineated in parts 
3 and 4 of this criterion, the administrator of special education and the certified special educator(s) 
providing services in an instructional group may decide to increase the size of an instructional grouping 
by no more than 2 additional students if the additional students have compatible instructional needs and 
then can receive services in their neighborhood school. 

 
In such cases, the administrator provides written notification to the Department and the parents of all 
group members of the decision to increase the instructional group size and the reasons for such decision. 
Such increased instructional group sizes are in effect only for the year in which they are initiated. 
The district takes all steps necessary to reduce the instructional groups to the sizes outlined in parts 3 or 4 
of this criterion for subsequent years. Such steps are documented by the district. 

 
 

 

The ages of the youngest and oldest student in any instructional grouping do not differ by more than 48 
months. A written request for approval of a wider age range is submitted to the commissioner of 
elementary and secondary education in cases where the district believes it is justified. Such requests are 
implemented only after approval of the Department of Elementary and Secondary Education. 

 


