
 

 
 

 
 

 
 
 
 
 
 

 

 

 

 

E.L. Haynes Public Charter School 

Special Education Handbook 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

1 

 

Table of Contents 
 
 
 

Introduction 2 

Chapter 1: Procedures for Locating, Evaluating, & Identifying Children with Disabilities 4 

Chapter 2: Academic and Social Student Support Process (AS3)  8 

Chapter 3: The Evaluation Process 15 

Chapter 4: Procedural Safeguards 29 

Chapter 5: Individualized Education Programs 34 

Chapter 6: Auxiliary IEP Services and Supports 51 

Chapter 7: Notice of Recommended Educational Placement/Prior Written Notice                         57 

Chapter 8: Dispute Resolution 61 

Chapter 9: Discipline of Students with Disabilities 64 

Chapter 10: Section 504 of the Rehabilitation Act of 1973 (29 U.S.C.A. §794) 69 

 

 

 

 

 

 

 

 

 

 



 

2 

 

ABOUT E.L. HAYNES 

Jennifer C. Niles founded E.L. Haynes in 2004. From our humble beginnings above a CVS drugstore serving 
139 students in grades PK-2, E.L. Haynes has grown steadily and strategically. We now serve nearly 1,200 
students across grades PK3-12. We have developed three beautiful facilities at two campuses. Over the 
years, E.L. Haynes has become nationally recognized and is the recipient of numerous awards, accolades, 
and visits from state and foreign dignitaries. In 2015, we celebrated our first high school graduation.  

MISSION 

Every E.L. Haynes student of every race, socioeconomic status and home language will reach high levels of 
academic achievement and be prepared to succeed at the college of his or her choice. Every E. L. Haynes 
student will be adept at mathematical reasoning, will use scientific methods effectively to frame and solve 
problems, and will develop the lifelong skills needed to be a successful individual, an active community 
member, and a responsible citizen.  

VISION 

E.L. Haynes will be a model of educational excellence and make a lasting impact on urban education in 
Washington, D.C. and across the nation. 

WHAT WE BELIEVE 

At E.L. Haynes, our diversity is our greatest strength. Every member of our community strives to act with 
urgency to build a just and equitable school and city.  

Our nation’s history of racial, economic and social injustice lives on in today’s education systems. We 
believe that our most significant contribution to ending systemic injustice is through purposefully 
empowering our diverse community—as individuals and as a collective—with the skills and the conviction 
to be effective leaders for equity. 

Our mission of student success is inextricably linked with our commitment to equity and the daily efforts 
of every member of our community to Be Kind, Work Hard, and Get Smart. 

● Be Kind: Our individual success depends on our ability to respect and take responsibility for 
ourselves and others. Every act of kindness, no matter how small, positively impacts our ability to 
succeed. 

● Work Hard: Research shows that intelligence is linked to effort and the habits of working hard are 
critical for every individual’s success. Much of what is worth achieving is not easy – we need to 
learn how to work hard and practice hard work in all that we do. 

● Get Smart: E.L. Haynes is a professional learning community, where every student, teacher, and 
staff member is on a continual educational journey. The school fosters a deep love of learning in 
students and staff.  

 

OUR PROMISE 
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E.L. Haynes’ promise is to provide every student with an outstanding education, every family with a 
welcoming and respectful environment, every teacher with a fulfilling and professional place to work, and 
every community member with a school in which they can take pride.  

OUR COMMITMENT TO FAMILY ENGAGEMENT 

E.L. Haynes believes that families are integral to student success. E.L. Haynes values families of all backgrounds 
and looks forward to hearing, sharing, and understanding aspects of every family’s experiences, languages, and 
culture in order to ensure student success.  

ABOUT DR. EUPHEMIA LOFTON HAYNES 

Martha Euphemia Lofton was born in Washington, D.C. in 1890. Mrs. Euphemia Lofton Haynes graduated 

from Smith College in 1914 and the University of Chicago in 1930.  She continued her graduate studies in 

Washington, D.C. at Catholic University. In 1943, she graduated as the first African-American woman to 

receive a Ph.D. in Mathematics.  Dr. Haynes taught in the public schools of Washington, D.C. for forty-

seven years. She was also a professor of Mathematics at Miners Teachers College where she established 

the Mathematics department, and served as chair of the Division of Mathematics and Business Education 

at the D.C. Teachers College.  From 1966 to 1967, Haynes served as the first woman to chair the D.C. 

School Board.  She played an integral role in the integration of DCPS.  In addition to her academic work, 

Haynes also served as president of the Catholic Interracial Council of D.C. and president of the 

Washington Archdiocesan Council on Catholic Women. We are honored to have such a remarkable 

woman, teacher, mathematician, and community leader on whom to model ourselves.  At E.L. Haynes 

Public Charter School we remember her accomplishments, her courage, and her integrity through the 

work we do with children, teachers, and families as we help prepare students for the college of his or her 

choice. 
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CHAPTER 1: PROCEDURES FOR LOCATING, EVALUATING AND IDENTIFYING CHILDREN WITH 
DISABILITIES (Child Find) 

INTRODUCTION 

Under the Individuals with Disabilities Education Act (IDEA), E.L. Haynes is responsible for conducting continuous 
efforts intended to identify, locate, and evaluate all children with disabilities between the ages of three (3) and 
twenty-two (22) years of age enrolled in E.L. Haynes, including children with disabilities who are homeless, 
children who are in the custody of the District of Columbia Child and Family Services Agency (CFSA) or 
committed to the District of Columbia Youth Rehabilitation Services Agency (DYRS), children who are making 
progress grade to grade, and highly mobile children, who are in need of special education and related services. 
These duties are called Child Find responsibilities. This policy establishes procedures for fulfilling Child Find 
responsibilities at E.L. Haynes and applies to all children enrolled in E.L. Haynes and all staff employed by E.L. 
Haynes.   

POINTS OF CONTACT 

Parents are encouraged to speak with any E.L. Haynes staff if they have concerns about their child. Parents and 
other stakeholders should contact the Special Education point of contact at their child’s school to discuss Child 
Find, the referral process, and the availability of special education programming at E.L. Haynes. The list of all 
contacts can be found on our Special Education Points of Contact listed in the Appendix.  

TARGET POPULATIONS 

This policy and E.L. Haynes Child Find efforts apply to children between the ages of three (3) and twenty-two 
(22) years of age enrolled in E.L. Haynes, including children who are: 

● Homeless; 

● In the custody of the District of Columbia Child and Family Services Agency;  

● Committed to the District of Columbia Youth Rehabilitation Services Agency; 

● Making progress grade to grade; and 

● Highly mobile children. 

OUTREACH EFFORTS 

To ensure the local and school communities are aware of the availability of special education and related 
services for eligible children with disabilities and the methods for requesting such services, E.L. Haynes provides 
public notice through a variety of methods: 

● E.L. Haynes provides information to parents and the school community at school events such as parent-
teacher conferences, back-to-school events, summer enrollment events, etc.; 

● E.L. Haynes publishes information and relevant dates in school manuals, calendars, and on its website at 
https://www.elhaynes.org/school-policies; 

● Brochures regarding special education services are available for parents and the public in the lobby of 
each E.L. Haynes campus 

https://www.elhaynes.org/school-policies
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In addition to the above methods, if appropriate, our Student Support Services staff will also reach out to the 
students’ previous school (with parental consent) for additional information and documentation to help us 
create a plan and program of support for the students’ needs.   

STAFF TRAINING 

E.L. Haynes staff are expected to know and act in accordance with the requirements and procedures established 
by this policy. E.L. Haynes conducts ongoing professional development activities and ongoing trainings for staff 
to ensure that Child Find, screening activities, and referrals for special education evaluations are conducted in a 
manner consistent with the timelines and requirements established by the IDEA and in this policy.  

 

COORDINATION WITH NON-EDUCATIONAL DISTRICT AGENCIES 

To ensure coordination with appropriate District agencies to facilitate the identification, location, and 
evaluation of children with disabilities enrolled in E.L. Haynes, E.L. Haynes maintains working relationships with 
the following agencies, as needed: 

● District of Columbia Public Schools (DCPS) Early Stages program; 

● The Child and Family Services Agency (CFSA); 

● Department of Behavioral Health (DBH) 

● Other District Head Start agencies  

E.L. Haynes staff respond in a timely manner to all requests for collaboration and reach out to agencies when 
students are connected with the agencies listed above, as well as any others in the District serving students 
enrolled in E.L. Haynes.  

PARENT ENGAGEMENT 

Parents may obtain information about the availability of special education and related services through this 
policy, information posted on our website at https://www.elhaynes.org/school-policies, or by contacting the 
Special Education point of contact at their child’s school. E.L. Haynes also maintains written materials for 
parents, which can be found in the lobby of each E.L. Haynes’ campus. E.L. Haynes staff is required to provide 
information to parents upon request and at parent-teacher conferences. 

REFERRAL PROCESSES 

A referral is information provided by the child’s parent, or other referral source, which clearly states why it is 
thought that the child may have a disability. A referral for an initial evaluation may be oral or written. E.L. 
Haynes is required to complete an initial evaluation for any student suspected of having a disability and need for 
special education and determine if a child is a child with a disability eligible for special education and related 
services under IDEA within 60 days of receipt of parental consent.  

The 60-day requirement does not apply if: 

● The parent fails or refuses to respond to a request for consent for the evaluation; 

● The parent of the child repeatedly fails or refuses to produce the child for the evaluation; or 

https://www.elhaynes.org/school-policies
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The child enrolls in a new LEA after the initial evaluation process timeline has begun, but before an eligibility 
determination has been made by the child’s previous LEA, provided that the new LEA is making sufficient 
progress to ensure prompt completion of the evaluation, and the parent and new LEA agree to a specific time 
when the evaluation will be completed, not to exceed an additional thirty (30) days.If a parent or community 
member would like to request an initial evaluation to determine if a child is in need of special education and 
related services, please contact the Special Education point of contact. The list of all contacts can be found on 
our Special Education Points of Contact listed in the Appendix.  

All E.L. Haynes staff must accept an oral or written referral for initial evaluation. Upon receiving an oral referral, 
staff must assist any outside referral source in documenting the referral in writing, and must document the date 
of the referral within three (3) business days of receipt. E.L. Haynes provides a referral form to assist parents 
and other parties in documenting a referral. To obtain this form, please contact the Special Education point of 
contact at the student’s school.  

E.L. Haynes accepts referrals for initial evaluation from the following persons: 

● A student’s parent; 

● The student, provided that educational rights have transferred to the student; and 

● Employees of E.L. Haynes who have knowledge of the student. 

● Employees of another LEA or OSSE, who have knowledge of the student. 

For children under the age of six, E.L. Haynes also accepts referrals from: 

● Pediatricians or other medical professionals, including physicians, hospitals, and other health providers;  

● Child development facilities, including day care centers, child care centers, and early childhood 
programs;  

● District agencies and programs, including IDEA Part C programs ;  

● Community and civic organizations; and 

● Advocacy organizations. 

E.L. Haynes maintains regular contact with community-based referral sources, and works to collaborate with 
community-based service providers to provide information on the availability of special education and related 
services and the means through which parents or organizations may submit a referral. 

After E.L. Haynes has received a referral, E.L. Haynes must make reasonable efforts to obtain parental consent 
for an initial evaluation within 30 days of the referral, which includes attempting to contact the parent at least 
three (3) times on three (3) different dates using at least two (2) modalities.  Reasonable efforts must begin no 
later than 10 business days from the referral date. E.L. Haynes shall conduct an analysis of existing data on the 
student to determine if additional assessments are necessary. Existing data that may be considered may include 
but is not limited to teacher observations, classroom assessments, schoolwide screenings and assessments, 
state assessments, student grades and records, parent reports, health records, or data from other interventions. 
E.L. Haynes will provide the parent of a child suspected of having a disability with information about the nature 
of any additionally required assessment.  

SCREENINGS AND RESPONSE TO INTERVENTIONS 
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In preschool, E.L. Haynes implements a comprehensive screening process to determine if a child should be 
referred for an evaluation, the result of which is provided to the child’s parent. Screenings utilize assessments 
and tools that are generally applied across the entire student population. Parental consent is not required for 
E.L. Haynes to conduct a uniform, school-wide screening. A screening conducted by an E.L. Haynes teacher or 
specialist to determine appropriate instructional strategies for curriculum implementation does not constitute 
an evaluation for eligibility for special education and related services and does not require parental consent. 
Screening tools may be used at other grade levels as deemed appropriate by school leadership and fall under 
the same guidelines.  

At all grade levels, school staff use interim assessments, classroom data, attendance, behavioral records, and 
other data to determine if students require additional interventions through the E.L. Haynes Response to 
Intervention (RtI) efforts.  

E.L. Haynes screenings and Response to Intervention (RtI) efforts must not delay the initial evaluation of a 
student who may be a child with a disability in need of special education and related services. 

TRANSITION FROM PART C 

Under IDEA, E.L. Haynes must ensure a smooth and effective transition for children transitioning from Part C 
early intervention services to Part B special education and related services. In furtherance of this responsibility, 
E.L. Haynes: 

● Identifies incoming children that were served by Strong Start DC Early Intervention Program (DC EIP) 
prior to enrollment at E.L. Haynes, and participates in transition activities as appropriate at the request 
of DC EIP; and  

● As applicable, regularly coordinates with DCPS Early Stages to ensure a smooth and transition for 
students served by DCPS Early Stages prior to enrollment in the E.L. Haynes. 

For all students transitioning from Part C to Part B who have completed the enrollment process to attend E.L. 
Haynes the upcoming school year and have been registered in EL Haynes’ Student Information System, E.L. 
Haynes will participate in a transition planning conference and ensure each child with a disability has an IEP 
developed and implemented by the child’s third birthday. 

PARENT PROCEDURAL SAFEGUARDS AND RIGHTS 

Parents’ legal rights during the Child Find process are defined by IDEA and District of Columbia law. In the event 
of a disagreement, parents may pursue dispute resolution and due process rights, including mediation, due 
process complaints, or state complaints. Parents can learn more about their rights under IDEA by referring to 
the Part B Procedural Safeguards located on OSSE’s website or by contacting the Special Education point of 
contact (listed in Appendix) to obtain a copy of their procedural safeguards. 

DATA REPORTING 

In accordance with District of Columbia law, E.L. Haynes counts and reports the number of children with 
disabilities receiving special education and related services count annually on October 5 or the date set for the 
annual pupil count required by D.C. Official Code § 38-2906. 

 

 
 

https://osse.dc.gov/publication/rights-parents-students-disabilities-idea-part-b-notice-procedural-safeguards
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CHAPTER 2: Academic and Social Student Support Process (AS3) 

PURPOSE 

This chapter describes supports in regular education settings for students experiencing academic or 
behavioral difficulty. Academic and Social Student Support Process (AS3) is E.L. Haynes’ framework for 
student assistance, governed by federal and state mandates. AS3 is a multi-tiered collaborative team 
process, which provides progressive levels of support to students. 

LEGAL STANDARD 

Pursuant to the IDEA and Section 504 of the Rehabilitation Act, AS3 is the mechanism by which the E.L. 
Haynes provides regular education interventions to students with academic or behavioral difficulties, as 
appropriate, so that students are not inappropriately referred for an evaluation for special education 
services. 

OVERVIEW 

AS3 performs the following functions: 

● Provides staff with a system for ensuring that underachievement is not due to the student’s 
limited English proficiency or ineffective instruction in reading and in math, and that positive 
behavioral supports are provided to students experiencing barriers to learning; 

● Facilitates a process for removing student barriers to learning. This process involves assessment, 
intervention planning, and progress monitoring by the grade level team, provided through the 
regular educational program; 

● Serves as a screening mechanism for students who may be eligible for special education services 
under IDEA or for accommodations under Section 504. 

NOTE: Parents continue to have a right to request an evaluation for their child, at any time, including prior 
to or during the conduct of AS3 activities. AS3 teams may also refer a student for evaluation for special 
education services at any time. 

THE AS3 PROCESS 

Tier I: Schoolwide Intervention 

All students are expected to receive E.L. Haynes’ high-quality instruction on research-based curriculum and 
participate in schoolwide and class-wide behavior interventions  

Tier II: Removing Group Barriers to Learning 

Students receive E. L. Haynes’ high-quality, research-based curriculum, and participate  in schoolwide and 
class-wide behavior interventions. In addition, Tier II students may receive selected small group 
interventions. At this level, interventions are standardized, with small groups of students receiving the 
same intervention. Progress monitoring is key, with the data driving the decision to conclude, continue or 
change services, or to refer to Tier III. 

● Purpose: The Tier II level of intervention is designed to support groups of students experiencing 
similar barriers to learning. Both behavioral and academic issues are addressed at Tier II. The 
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groups can be comprised of multiple students presenting with the same issue from the same 
classroom or students from multiple classrooms all exhibiting the same need. 

● Description: Teachers meet regularly with their colleagues to identify challenges and develop 
effective intervention plans through a strengths-based, problem-solving process. Teachers share 
effective practices in curriculum, instructional assessment, classroom management, and 
accommodation for identified groups of students. 

● Timeline: Progress toward goals set in Tier II is measured over 6-8 school weeks depending upon 
the nature of the intervention. If an individual child fails to make adequate progress via group 
intervention that child must be referred immediately to Tier III. 

Setting up the Tier II Process 

The administrator creates a schedule for Tier II meetings at the beginning of the school year, which is 
based on a common prep schedule for each grade group and distributed to each teacher in the group, as 
well as the counselor and consulting personnel (i.e. principal, assistant principal, counselor, nurse, special 
education liaison, and school-based behavioral health professionals) at the start of the school year. 

For the identified group of students, the team reviews related data including, but not limited to:  

● Background information for student 

● Instructional data (e.g. benchmark data, samples of student work) 

● Behavioral data (suspension records, behavioral reports, etc.) 

● Attendance data 

The Tier II team reviews the data and, using any and all relevant resources, engages in the development of 
intervention strategies to target the presenting concern. The team sets an indicator or threshold to 
determine if group members have made improvement on the targeted concern. At each meeting, a 
developed intervention plan is logged and the team reviews progress made by each group of students 
previously discussed and updates the data tracking form.  

Parents are informed about a student’s placement in a Tier II intervention and are encouraged to setup a 
meeting with the teacher to discuss the intervention as desired.  

If the Tier II intervention plan is successful, resources are continued, modified, or concluded. Those 
individual students who did not meet the predetermined indicator or threshold, and are still not meeting 
with success, should be referred to Tier III. 

Tier III: Removing Individual Barriers to Learning 

In addition to E.L. Haynes curriculum and small group interventions, the grade level team develops a set of 
individualized interventions targeted to the student’s own particular strengths and needs. At this level, 
progress is carefully monitored to determine whether moving to the referral stage is appropriate. 

● Purpose: The Tier III level of intervention is designed to address the needs of individual students 
experiencing barriers to learning and in need of more targeted support. Both behavioral and 
academic issues are addressed at Tier III. 
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● Description: At Tier III, a core team of trained school staff joins parents at a meeting. Together, this 
team develops an effective intervention plan through a strengths-based, problem-solving process. 
This plan can include both school- based and community-based supports, and the team can include 
auxiliary members as indicated by the presenting concern. Agency partners can also be included 
with parental permission. 

● Timeline: Progress toward goals set in Tier III is monitored for up 6-8 school weeks and includes 
weekly progress monitoring. If the intervention activities have produced little or no improvement 
after initiation, the team should follow the Referral process. 

Types of issues addressed at Tier III include: 

● Academics – when a student demonstrates poor academic performance or danger of failing; 

● Behavior – when a student demonstrates a pattern of classroom behavior that may indicate 
emotional or behavioral needs that are posing a barrier to learning; 

● Attendance – when a student demonstrates a pattern of lateness, absence, or early dismissals; 

● Health – when a student demonstrates difficulty in accomplishing classroom tasks due to 
suspected visual, speech, hearing, or other health concern; 

● Transition – when a student returns from out-of-district placement, or re-engages in school after 
dropping out. 

Setting Up the Tier III Process 

The principal appoints a coordinator for Tier III supports. The principal and Tier III coordinator formulate 
the core team, which may include: 

● Counselors; 

● Teachers; 

● Lead Teachers; 

● Special Education teachers; 

● Non-Instructional School-Based Supports (student advisor, social service liaison or other school-
based social worker, etc.); 

● School psychologist; 

● School nurse; 

● Administrator; 

● The identified student’s parent(s); 

● The identified student, as appropriate. 

NOTE: Whenever applicable, behavioral health personnel working with the child, foster care social workers 
and Department of Health Services workers familiar with the child’s needs and history should also be 
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included in the team to provide information and expertise. 

The Tier III coordinator schedules meetings to occur on a biweekly basis to review progress and 
communicates this schedule to the core team.  

A referral is made when the concerned adult submits a Tier III Pre-referral form to the Tier III coordinator. 
When the student is transitioning from Tier II, the referral must include Tier II progress monitoring data to 
substantiate the lack of progress and the need to advance to Tier III. 

Prior to the Tier III Meeting, the Tier III coordinator notifies the student’s parents of the concern and invites 
them to participate in the Tier III initial meeting. Whenever possible, the team should make every effort to 
accommodate the parent’s schedule to meet or arrange phone participation. 

During the Tier III Meeting 

For the identified student, the staff will discuss relevant background student information  

Tier II progress monitoring data (if applicable) to substantiate the lack of progress and the need to advance 
to Tier III; 

● Academic data (the student’s functioning in the curriculum including curriculum-based or 
performance-based assessment, samples of student work); 

● Behavioral data (suspension records, pink slips, and systematic observation of the student’s 
behavior in the classroom and across settings); 

● Attendance data; and 

● The student’s strengths. 

The Tier II Core Team reviews the data and, using any and all relevant resources, engages in the development of 
intervention strategies to target the presenting concerns. 

If the presenting concern is related to challenging behavior, the intervention plan must include a Functional 
Behavior Assessment (FBA) and a Behavior Support Plan (BSP) based on the FBA. 

The presenting teacher or staff member records the developed intervention plan.  

● Benchmark Baseline Performance: The student’s baseline performance in the area of concern at 
initiation of intervention process (e.g., student reads 5 words correctly at the second grade 
instructional level in 1 minute). 

● Measurable Goal: The student’s targeted performance at the end of the intervention process (e.g., 
student reads 30 words correctly at the second grade instructional level in 1 minute). 

● Interventions: The type, duration and frequency of interventions. For students with behavioral 
concerns, conduct a Functional Behavior Assessment (FBA) and develop a Behavior Support Plan 
(BSP). 

● Indicators of Progress: The identified progress monitoring tools, such as curriculum-based 
assessment, benchmark assessments, behavioral observation, etc., and an indicator or threshold to 
measure the success of the intervention. 
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Progress Monitoring and Closing Out Tier III 

In order to ensure progress monitoring occurs at Tier III, schools must establish Tier III Monitoring 
Meetings where: 

● All members gather to meet bi-weekly, prepared with their assigned case files for all active Tier III 
cases; 

● Using the tracking form the Tier III coordinator goes through the list of every student in Tier III and 
team members report out status of each case. 

Administrators spend time between meetings checking in with teachers, parents, providers, etc. on the 
status of the developed intervention plan, ensuring that any obstacles to the identified goals and 
objectives are removed. 

Administrators should update the parent on the student’s progress on a regular basis and report any need 
to adjust interventions that are being provided. If it appears that there is a need for modification of a 
student’s current intervention plan, then the administrator or Tier III coordinator can reconvene a Tier III 
meeting for the student. 

If the Tier III Intervention plan is successful, resources are continued, modified or concluded. 

Transitioning from Tier III to Referral 

If an individual is still not meeting with success, the student is referred for evaluation. 

● No Progress after 6-8 school weeks: If the intervention activities have produced little or no 
improvement after implementation, the team should follow the referral process. 

● Referral: The student is referred for evaluation for possible special education eligibility. Students at this 
level continue to receive Tier III services. If a student jumps straight to this level due to parent or staff 
referral they will continue to receive Tier III services while the evaluation is completed. 

● Purpose: The focus is on an evaluation for change in placement when a child is still not successfully 
responding to Tier III interventions. This change in placement may be for educational or behavioral 
reasons. Team membership, documentation, and timelines are governed by procedural dictates 
established by the LEA pursuant to District of Columbia and Federal Law. 

● Description: If the student has not successfully responded to Tier III interventions, the Tier III Team 
meets with parents to review the educational options and arrange follow-up activities, which may 
include (following parental consent) a multidisciplinary evaluation to determine eligibility for 
specially designed instruction and related services under the IDEA. (See Evaluation Chapter.) 

● Prior to the Referral Meeting: The Tier III team should ensure that all relevant data is gathered 
and reviewed for accuracy and completeness prior to any further referral. Characteristics that 
should indicate a referral include: 

○ Extremely slow rate of academic progress or communication skills in response to 
interventions that are appropriately designed and measured; 

○ The continued presence or acceleration of inappropriate behavior that significantly affects 
a student’s educational performance and little or no response to positive behavior 
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supports via an appropriately designed Behavior Support Plan which was implemented and 
monitored; 

○ Needs that exceed the functional ability of the regular education program to maintain the 
student at an appropriate instructional level. 

● Exclusionary Circumstances: Prior to any referral for evaluation, the Tier III Team must determine 
whether the student’s assessed difficulties are due to: 

○ Limited English Proficiency (LEP): The team determines whether the student has been 
given appropriate instruction to learn English and to address the reasons for the referral; 

○ Lack of Appropriate Instruction: Appropriate development and implementation of the 
Intervention Plan would document the following IDEA requirements to support this 
finding: 

■ Documentation of appropriate instruction provided in general education by 
qualified personnel; 

■ Evidence of repeated assessments of achievement at reasonable intervals; 

■ Evidence that student progress on formal assessments is provided to the child’s 
parents. 

If any of the above circumstances account for the student’s assessed difficulties, the team can not refer the 
student for an evaluation to determine eligibility for special education services. The Tier III Coordinator 
must consult with the administrator to ensure that steps are taken to either address the student’s English 
Learning or instructional programs.  

Fast-Tracking to Tier III 

If  the team agrees immediate higher-level intervention is needed, students can be fast-tracked to Tier III for the 
following reasons: Students can be fast-tracked to Tier III for the following reasons if the team agrees immediate 
higher level interventions is needed: 

● The student is in crisis (suicidal, homicidal, or experiencing traumatic response); 

● The student is returning from out-of-district placement or treatment (inpatient or partial 
hospitalization, residential treatment, or delinquency placement); 

● The student has hearing or speech needs; 

● The student is homeless (if indicated); 

● The parent has requested Tier III support for his/her child; 

● The student has failed at least one class at the end of the first marking period; 

● A Consent  to Evaluate form for Special Education or Section 504 has been signed for the student; 

● The student was in Tier III at the end of the previous school year. 

Parents have the right to request an evaluation for their child at any point during the AS3 process, including 
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prior to the start of the process. An immediate referral for special education services outside of the AS3 process 
would be appropriate for students suspected of having a significant developmental delay or moderate to severe 
cognitive challenge(s) as compared to peer groups.   

NOTE: If a student is not determined to be an appropriate candidate for referral for an evaluation or not 
determined to be eligible for special education services, s/he should be referred back to Tier III for 
additional intervention planning. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CHAPTER 3: THE EVALUATION PROCESS 

PURPOSE 

This chapter provides guidance on the referral for and provision of full and individualized evaluations and 
reevaluations of students who are eligible, or thought to be eligible, for special education programs and 
services. 

LEGAL STANDARD 

To be eligible for special education programs and services, students must be both determined to have one 
or more of the disabilities defined by the IDEA, and in need of special education (i.e., specially designed 
instruction). 
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INITIAL EVALUATION, SPECIAL AND MANDATORY REEVALUATIONS 

E.L. Haynes must use an evaluation process consisting of a set of procedures and/or assessments used in 
accordance with the IDEA and District of Columbia law to determine: 

1. Whether a child has a disability based on the below disability categories; and  

2. The nature and extent of the special education and related services that the child 

5-E DCMR 3001.1 defines “Child with a Disability” as “a child with: 

(1) Intellectual disabilities, hearing impairments (including deafness), speech or language 
impairments, visual impairments (including blindness), serious emotional disturbance (referred to 
in this chapter as “emotional disturbance”), orthopedic impairments, autism, traumatic brain 
injury, other health impairments, specific learning disabilities, deaf-blindness, or multiple 
disabilities; and 

(2) Who, by reason thereof, needs special education and related services. 

The term “child with a disability” for a child aged three (3) through seven (7) includes a child who 
experiences developmental delay.” 

If it is determined, after an appropriate evaluation, that a child has one of the disabilities identified in this 
section, but only needs a related service and not special education instruction, the child is not a child with a 
disability.

E.L. Haynes is required to evaluate a child at no cost to the parent, if there is reason to suspect that the 
student has a disability and requires special education. If the student is eligible for special education 
services and services are requested, then the parent and the LEA may come to an agreement as to what 
services will be provided and where services will be provided, (see Individual Education Plan development 
(IEP) at Chapter 5). The LEA is required to provide a continuum of placements which may include 
placement in a non-public school, instruction in hospitals, or homebound instruction. There are three types 
of evaluations: 

● Initial Evaluations – conducted to determine whether a student is eligible for special education 
programs and services; 

● Mandatory Reevaluations – conducted at least once every three years to determine whether a 
student continues to qualify for special education programs and services. In some cases, additional 
assessments are not needed, but the process to reevaluate eligibility will be able to continue based 
upon existing data.  

● Special – Other Circumstances – evaluations conducted because of specific concerns about the 
student communicated outside the regular cycle of evaluations/reevaluations. These evaluations 
may occur if conditions warrant reevaluation; if the child’s parent or teacher requests 
reevaluation; or before determining a child is no longer a child with a disability as defined by IDEA. 
A student’s eligibility may not be determined without an initial evaluation or changed without a 
reevaluation. 

Other circumstances where special evaluation may occur are: 

● Hearing Officer’s Order – A District of Columbia Hearing Officer orders a reevaluation. 
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● Terminating Eligibility – Prior to terminating eligibility EXCEPT: 

○ Graduation from High School – An evaluation is NOT required before the termination of 
eligibility due to graduation from high school with a regular diploma or because s/he turns 21 
years of age during the academic year. While an evaluation is not required, E.L. Haynes will 
consult with graduating students to determine if updated assessments prior to graduation will 
assist the student in obtaining services from disability organizations or higher education 
disability services offices post-graduation. The school may complete an updated assessment, as 
needed and with consent, to support that transition. 

○ Summary of Achievement and Performance – Upon graduation, the IEP Coordinator must 
provide the student with a summary of his/her academic achievement and functional 
performance, which shall include recommendations on how to assist him/her in meeting 
postsecondary goals.   

NOTE: The screening of a child by a teacher or specialist to determine appropriate instructional strategies 
for curriculum implementation is not considered to be an evaluation for eligibility for special education and 
related services, and as such, parental consent is not required in this instance. 

Required Timelines for Evaluation 

Initial Evaluations- After referral for an initial evaluation, the school must provide parent with written 
notification of the referral within 3 business days and the Procedural Safeguards Notice. At this point, the 
school team begins the process of collecting existing data about the student’s strengths, weaknesses, and 
results from interventions attempted, which goes into a form called the Analysis of Existing Data (AED).  
Within 10 business days of the referral, the team determines whether the child is suspected of being a 
child with a disability and then provides the parent with a copy of the final AED, the Procedural Safeguards 
Notice, a Prior Written Notice (PWN) of its intent or refusal to evaluate and the Consent to Evaluate form4 

in the event that an initial evaluation is deemed needed. The school team will make reasonable efforts to 
obtain parental consent within 30 calendar days from the date of referral. Reasonable efforts include 
attempting at least three separate attempts, with at least two different methods (in-person, email, letter) 
at least one of which has to be a letter. In some cases, the school team and parent may agree to meet 
within the first 30 days to discuss the referral and whether to proceed with the initial evaluation. E.L. 
Haynes must complete an initial evaluation, including the determination of the eligibility, of a child 
suspected of having a disability within 60 calendar days of receiving written consent. The initial evaluation 
will include necessary assessments, assessment reports, an evaluation summary, and a meeting to 
determine eligibility for special education. The 60 day timeframe does not apply if: 

● E.L. Haynes has made and documented reasonable efforts to contact the parent of the child and 
the parent repeatedly fails or refuses to produce the child for the evaluation; 

● The parent fails or refuses to respond to a request for consent for the evaluation; or 

● The child enrolls in a school other than EL Haynes after the initial evaluation process timeline has 
begun, but before an eligibility determination has been made by EL Haynes, provided that the new 
LEA is making sufficient progress to ensure prompt completion of the evaluation, and the parent 
and new LEA agree to a specific time when the evaluation will be completed, not to exceed an 
additional thirty (30) days..5 

● NOTE: If a child enrolls in E.L. Haynes during the 60-day timeline that started at the child’s previous 
school, the parent and E.L. Haynes may agree to a new timeline by when the evaluation will be 
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completed. However, the timeline may not exceed an additional 30 days.  Mandatory 3-Year 
Reevaluations – E.L. Haynes must hold a reevaluation meeting within three years of the date the 
previous initial evaluation or reevaluation was completed. The reevaluation meeting must be scheduled 
in time to allow the Multidisciplinary Team (MDT) team to conduct assessments, if necessary, and to 
reconvene within three years of the previous eligibility meeting. When appropriate, and for the 
convenience of both the parent and E.L. Haynes, the IEP team can attempt to consolidate the annual 
meeting and the reevaluation meeting. When issuing a PWN indicating the intent to evaluate, the 
parent must be provided a copy of the Procedural Safeguards Notice. Reevaluations are not to occur 
more frequently than once a year, unless the parent and the LEA agree otherwise. 

MDT Team Meeting for Initial IEP – If the evaluation team determines that the student is eligible or 
continues to be eligible, the MDT team must meet within 30 calendar days of the determination of initial 
eligibility to create an initial IEP.  

MDT Team Meeting after Reevaluation: For students who were previously found eligible, the MDT team 
must determine if the student’s IEP still meets the student’s needs, needs an amendment, or needs a full 
annual review. If no changes to the IEP will be made, the school must issue a PWN indicating this. If an 
amendment or full annual IEP is needed, the school must complete those processes within 30 calendar 
days of the eligibility meeting. 

Referral for Initial Evaluation and Reevaluations 

An initial evaluation may be initiated pursuant to an AS3 referral (See Chapter 2). 

Responding to Requests for Initial Evaluations and Special Reevaluations 

Upon receipt of a written request for an evaluation, the special education administrator, along with 
appropriate staff determines whether an evaluation is warranted or not by collecting existing data for an 
Analysis of Existing Data (AED). If the evaluation is warranted, see the evaluation process in this chapter. If 
the evaluation is not warranted, provide Prior Written Notice to the parent, and state the reason the 
school has determined that an evaluation is not warranted. Staff should also work with the family to 
provide guidance on a proper request for referral and provide the parent with the Procedural Safeguards 
Notice. 

If an E.L. Haynes staff member should receive an oral request for evaluation from a parent they should 
discuss with the parent a possible referral to AS3 (see Chapter 2). The provision of AS3 shall not be 
construed to limit or create a right to a free appropriate public education (FAPE) or to delay appropriate 
evaluation of a child suspected of having a disability. The staff person receiving an oral request must 
immediately notify the special education administrator to assist the parent in preparing a written request 
within 3 business days of the oral referral. If the parent does not respond with a written request for the 
evaluation, the administrator and appropriate staff must provide follow up to obtain the request. The date 
of referral is the date of the oral request from the parent, regardless of the date of the written request. 

Organizing the Evaluation Process 

Purpose of Evaluation 

An evaluation is the process by which a multidisciplinary team (MDT), including parents, uses a variety of 
assessment tools and strategies to evaluate current information available for the student to gather 
relevant functional, developmental, and academic information, including information provided by the 
parent that may assist in determining whether the student has a disability [NOTE: This includes a 
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determination that the student needs special education services (i.e., specially designed instruction) and 
related services.]; the content of the student’s IEP, including information related to enabling the student to 
be involved in and progress in the general education curriculum; or, for preschool children, to participate 
in appropriate activities. 

Administrator’s Selection of Evaluation Coordinator 

The administrator designates the evaluation coordinator to assemble the evaluation team; monitor completion 
of the evaluation and assessment activities; and prepares the Evaluation Summary (see Appendix).  

Responsibilities of the Evaluation Coordinator 

The evaluation coordinator, in consultation with appropriate staff, ensures timely and appropriate student 
assessments and distributes and collects forms, reports and data. These responsibilities include the 
following: 

● Provides the parent with the PWN, AED, and Consent to Evaluate within 10 business days of 
referral date 

● Follows up with the parents to ensure that the Consent to Evaluate is received within 30 calendar 
days of the written referral 

● Gathers relevant evaluations from all evaluators, including the student’s core academic teachers, 
and other relevant staff connected with student’s education and services. 

● Distributes reports and data (including those from parents) to relevant individuals, including 
medical information, assessment data, professional evaluations, staff input reports and 
observations. 

● Collects background information for students with special circumstances; for students with 
communication needs and for students who are English Language Learners (ELL) before the 
evaluation begins and gathers information regarding the student’s language use pattern and 
cultural background, the student’s mode of communication, and if the student has a non- English 
background, the student’s proficiency in English.  

● Organizes the process by inviting participants, including parents, to MDT team meetings;  

● Schedules meetings to complete eligibility determination processes within the required 
timeframes 

● Selects the MDT team participants. 

MDT Participants 

The MDT Team is the group (including parents) that reviews current data, determines need for additional 
data, and reviews the evaluation results to determine a student’s initial and continued eligibility for special 
education and related services. The MDT Team must include the following individuals: 

● Parent/Guardian or Surrogate Parent – A surrogate parent is someone other than the parent who 
is designated to make educational decisions for the student, and to receive and execute 
procedural safeguards (e.g., consent for evaluations). The following circumstances necessitate the 
designation of a surrogate parent: 
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○ A child is designated a ward of the State; 

○ An unaccompanied homeless youth; 

○ The whereabouts of the parent is unknown; 

○ The rights of the parent have been terminated in accordance with the state law. 

● E.L. Haynes LEA Representative – The person may be the administrator or designee, but must 
demonstrate the following: 

○ Qualified to provide or supervise special education services; 

○ Knowledgeable about the general education curriculum and special education services; 

○ Knowledgeable about the availability of resources of the school district; 

○ Has the authority to commit school district’s resources; 

○ Ensures provision of IEP services and materials specific in the IEP; and 

○ Chairs the meeting. 

● Evaluation Coordinator – Designated by the administrator, the Evaluation Coordinator may be the 
related service provider for a student receiving only speech/language services, a designated staff 
person, or the school psychologist. The coordinator must be able to complete all duties assigned 
above.  

● Special Education Teacher- At least one special education teacher will participate, even if the student 
has thus far only participated in the general education setting. The participation of more than one 
special education teacher is not required for a student with more than one special education teacher.  

● Speech/Language Therapist, Occupational Therapist or Physical Therapist- Only for students 
considered for, or receiving, speech/language or OT/PT services 

● Regular Education Teacher – At least one regular education teacher if the student is or may be 
participating in the regular education environment. For reevaluations, if the student does not have 
a regular classroom teacher, a regular classroom teacher qualified to teach the student’s age may 
be identified to participate. The participation of more than one regular education teacher is not 
required for a student with more than one regular education teacher. This teacher should be one 
who does or may implement portions of the IEP, or who instructs or has supervision of the student 

● Certified School Psychologist – Required when evaluating a student for autism, emotional 
disturbance, mental retardation, multiple disabilities, other health impairment, specific learning 
disability or traumatic brain injury 

● An individual who can interpret instructional implication of the evaluation results- This role may be 
assumed by one of the above participants 

● The Student- As appropriate 

● Other Individuals – At the discretion of the parent or school, e.g., bilingual professional, ESOL 
teacher, person knowledgeable about positive behavioral supports, interpreter for individuals who 
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are deaf or translator for those who are English Language Learners, an individual familiar with the 
student’s culture or with specific information about the student, etc.  

Evaluation Process 

E.L. Haynes must ensure that a full and individual evaluation is conducted for each child being considered 
for special education and related services under IDEA. In conducting the evaluation, the LEA shall use a 
variety of assessment tools, including information from parent, not use a single measure as the sole 
criterion for determining eligibility, and use technically sound instruments. 

Determining Scope of Evaluation and Need for Additional Data 

Review the existing evaluation data as part of an initial evaluation (if appropriate) and as part of any 
reevaluation, including evaluations and information provided by the parents, local or state assessments, 
current classroom- based assessments and observations (required in order for a student to be determined 
eligible in the area of learning disabilities), and observations by teachers and related service providers. 
This review may be conducted without a meeting. If the team meets, the parent must be notified and 
invited to attend. The parent may participate by telephone or conference call. The Evaluation Coordinator 
facilitates the meeting. Parental consent is not required to review existing data by teachers and related 
service providers.  

On the basis of review of existing data, and input from the student’s parents, identify what additional data, 
if any, are needed to determine present disability whether the student has or continues to have a disability 
and the student’s educational needs; the present levels of academic achievement and related 
developmental needs; whether the student needs or continues to need special education and related 
services; and whether any additions or modifications to the special education and related services are 
needed to enable the student to meet the measurable annual goals set out in the IEP and to participate, as 
appropriate, in the general education curriculum. 

If additional information is required for the evaluation, the Evaluation Coordinator completes the PWN, 
indicating any preexisting data and assessments that must be completed, and Consent to Evaluate Form, 
and obtains the parent’s consent. Specifically, the Evaluation Coordinator includes the types of measures, 
assessments, and other evaluation materials that will be used to evaluate the student and the timeframe 
in which they will be administered. No assessments may be initiated until the parent signs the consent to 
evaluate form. If a parent refuses consent, the team may request a due process procedure or mediation. In 
this case, the Evaluation Coordinator must consult with the Director of Special Education. Parents may 
revoke their consent for a special education evaluation at any time by so indicating on the Consent to 
Evaluate form, or by notifying the administrator in writing. In this case, the evaluation process must cease 
and the school district may initiate due process procedures. Once the Evaluation Coordinator receives 
written parental consent for the evaluation, s/he notifies the MDT Team of the referral, and the members 
gather the necessary information and conduct assessments as necessary. 

For a reevaluation follow the above procedures for issuing a PWN and obtaining parental consent, using 
the Consent to Evaluate form, except that if the Evaluation Coordinator has documentation of at least 
three reasonable attempts to obtain the parent’s consent and the parent fails to respond, the assessments 
may proceed without the consent (preferably, based on consultation with the Director of Special 
Education). Reasonable attempts include at least three attempts with two different methods, at least one 
of which must be a letter. If there is no need for additional data, the evaluation coordinator notifies the 
parent that no additional data is needed. The prior written notice must indicate that the parent has a right 
to request formal assessments as part of the reevaluation. The team still proceeds with the eligibility 
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process, but uses the existing data to determine re-eligibility. If the parent asks that additional 
assessments be conducted, then the evaluation coordinator arranges for the additional assessments to be 
conducted and then proceeds with eligibility process. 

Ensuring Evaluations are Nondiscriminatory 

Assessments and other evaluation materials used to assess a student must be selected and administered 
so as not to be discriminatory on a racial or cultural basis. Assessments must be provided and administered 
in the language and form most likely to yield accurate information on what the student knows and can do 
academically, developmentally and functionally, unless it is clearly not feasible to so provide or administer. 
Materials and procedures must be selected and administered to ensure that they measure the extent to 
which the student has a disability and needs special education, rather than measuring the student’s English 
language skills. To implement this requirement first determine the student’s proficiency in English and 
their native language, including objective assessments of reading, writing, speaking and listening. Conduct 
a comprehensive ecological assessment of the student’s home and community environment. Native 
language is the language normally used by the individual or, in the case of a child, the language normally 
used by the parents of a child.  Assess the student in their dominant language, where they have the most 
proficiency in all four language domains. 

Standardized assessments or measures given to the student must meet the following criteria: 

● Be used for purposes for which the assessments or measures are valid and reliable; 

● Be administered by trained and knowledgeable personnel in accordance with any instructions 
provided by the producer of the assessments; and 

● Be provided and administered in the child’s native language or other mode of communication and 
in the form most likely to yield accurate information unless clearly not feasible. 

Assessments and other evaluation materials must include those tailored to assess specific areas of 
educational need and not merely those that are designed to provide a single general intelligence quotient. 
Assessors must use assessment tools and strategies that provide relevant information that directly assists 
persons in determining the educational needs of the student. Assessments must be selected and 
administered so as best to ensure that if a test is administered to a student with impaired sensory, manual 
or speaking skills, the test results accurately reflect the student’s aptitude or achievement level or 
whatever other factors the test purports to measure, rather than reflecting the child’s impaired sensory, 
manual, or speaking skills (unless those skills are the factors that the test purports to measure). 

No single measure or assessment may be used as the sole criterion for determining whether a student has 
a disability and for determining an appropriate educational program for the student. The student must be 
assessed in all areas related to the suspected disability, including, if appropriate, health, vision, hearing, 
social and emotional status, general intelligence, academic performance, communicative status and motor 
abilities. The evaluation must be sufficiently comprehensive to identify all of the student’s special 
education and related service needs, whether or not commonly linked to the disability category in which 
the student has been classified. Assessors must use technically sound instruments that may assess the 
relative contribution of cognitive and behavioral factors in addition to physical or developmental factors. 

 

Independent Educational Evaluations (IEEs) 
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● The parent may obtain an IEE at their own expense at any time 

● The parent has the right to request an IEE, at the public expense, if the parent disagrees with the 
evaluation obtained by E.L. Haynes subject to the conditions in the IDEA. Parents have the right to 
request only one IEE each time E.L. Haynes conducts an evaluation with which the parent 
disagrees. The IEE may not be performed by employees of E.L. Haynes. 

● The individual performing the IEE must meet state and local standards to conduct the examination. 
Parents do not have the right to obtain an IEE before the school district completes its evaluation 
simply because the parent disagrees with the district’s decision to use data from AS3 as part of its 
evaluation. 

● If the parent requests an IEE of the child, E.L. Haynes, without unnecessary delay, must take one of 
the following actions: 

○ Initiate a due process hearing to show that its evaluation is appropriate and hence, that 
an IEE is not warranted; or 

○ Agree to fund an independent evaluation at EL Haynes’ expense and provide information 
to the parent about how an IEE may be obtained under E.L. Haynes policies. 

● If an IEE at the school district expense is to be provided by either agreement or by order of hearing 
officer, E.L. Haynes provides a letter to the parent with information about where and how an IEE 
may be obtained and school district criteria for IEEs. It is the parent’s responsibility to select the 
clinician, make the appointment for evaluation, and take the letter to the evaluation appointment. 
The letter advises the parent that s/he may also obtain an evaluation from someone of his/her 
own choosing. When the IEE completes the evaluation and report and provides it to the Evaluation 
Coordinator, the Coordinator forwards the evaluation report to the evaluation team. The MDT 
Team must consider results of all independent evaluations, regardless of whether it was conducted 
at parent or school district expense as long as the IEE meets school district criteria. In addition, the 
independent evaluation may be submitted by the parent to an independent hearing officer as part 
of a due process hearing. 

Assessment Reports 

● Each person conducting an assessment or reviewing preexisting data, as appropriate, prepares a 
report. Each report must document the sources and assessment methods used, information and 
results obtained and the date of the assessment. Use language that is problem/issue focused, 
educationally relevant, succinct, devoid of as much jargon as possible and written in language 
that may be readily understood by staff and parents. Reports that are understandable only by 
other specialized personnel have little value for the student’s instructional services. Reports 
should analyze raw data and interpret results, including strengths and weaknesses. The mere 
collection of data without analysis or synthesis does not benefit instruction. Report results in a 
manner that answers the referral questions and addresses implications for instructional 
intervention (including behavioral interventions). Include recommendations than can be used by 
school staff to positively impact instruction regardless of whether the student is eligible for 
special education and related services.

● Restrict recommendations to instructional and related service needs, curricular adaptations 
and/or modifications, and supplemental aids and services. Document whether any evaluation 
component could not be completed due to lack of parental involvement, religious convictions of 
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the family or inability of the student to participate, state what components are missing and why 
they could not be completed. If an assessment is not conducted under standard conditions, 
describe the extent to which it varied from standard conditions (e.g., qualifications of the person 
administering the test or method of test administration). Include the assessments used and 
date(s) administered. Include parental input, teacher summary of student progress and staff 
input, independent evaluation results, AS3 results, medical information and any other reports 
and documents considered by the MDT Team. 

Required Evaluations and Assessments 

● School Psychologist - Evaluation report of a certified school psychologist when 
evaluating a child for autism, emotional disturbance, mental retardation, specific 
learning disabilities multiple disabilities and other health impairments. 

● Observation Report – For students with or suspected of having a learning disability, a classroom 
observation report must document the student’s academic performance and behavior in the 
areas of difficulty. At least one MDT Team member other than the child’s regular teacher must 
observe the student’s academic performance in routine classroom instruction and monitoring of 
the child’s performance that was done before the child was referred for an evaluation; or after 
the child was referred and parental consent was obtained. For a student less than school age or 
out of school, the student must be observed in an environment appropriate to the student’s 
age. 

● Relevant Domain – Additional assessments and evaluations related to those domains as 
appropriate to evaluate student (e.g., speech/language therapist, occupational and physical 
therapist, psychologist, and behavioral specialist). 

● Independent Educational Evaluations (IEEs) obtained by the parent and presented to the 
school. However, if the parent does not provide an IEE report in sufficient time to complete the 
evaluation by mandated timeframes, the process should continue without the IEE report. If the 
parent provides the independent evaluation after the eligibility decision, the Evaluation 
Coordinator must reconvene the MDT Team to consider the new information. 

Evaluation Summary Document 

The Evaluation Summary is intended to incorporate the key findings from each evaluation performed and 
their implications for the education of the student. While interpreting evaluation data, the MDT Team 
draws upon information from a variety of sources, including teachers and related service providers, 
aptitude and achievement tests, curriculum-based assessments, parent input, teacher recommendations, 
physical condition, social or cultural background, adaptive behavior, and records, e.g., school attendance, 
anecdotal, classroom observations, cumulative, discipline, group standardized achievement scores, 
individualized standardized achievement scores, AS3 results, and ensures that information from all of 
these sources is documented and carefully considered. The MDT Team uses the Evaluation Summary and 
the attached reports to determine the student’s initial eligibility for special education services, and 
educational needs. 

Providing Evaluation Summary and Reports to Parent 

● The Evaluation Coordinator must complete the Evaluation Summary and document that a copy 
was provided to the parent by hand-delivery, first class mail or email at least 5 business days 
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before the IEP meeting unless the parent agrees to waive the 5-day review period. E.L. Haynes 
provides a copy of the Evaluation Summary at no cost to the parent. 

● Parents have the right to review assessment reports and protocols in the presence of examiners. 
Protocols must be released to individuals having expertise in interpreting such protocols 
(consumable test booklets, behavior ratio scales, drawings, etc.). Protocols must be removed 
from the student’s cumulative file. 

Determining Eligibility for Special Education and Related Services 

The Evaluation Coordinator facilitates the MDT Team Meeting and invites the parent using the standard 
invite template provided by the special education data system. If the parent does not attend the meeting 
the Evaluation Coordinator can only proceed with the meeting if s/he has made and documented at least 
three reasonable attempts to include the parent in the meeting. If this documentation is in place, the 
meeting may proceed without the parent. Based on all of the information collected during the assessment 
process, the MDT Team determines whether the student is eligible to receive special education and related 
services. To determine initial eligibility for special education services, the MDT Team must establish all of 
the following: 

1. That the student has one or more of the following disabilities: 

a. Autism; 

b. Deaf-Blindness; 

c. Developmental Delay; 

d. Emotional Disturbance; 

e. Hearing Impairment, including Deafness; 

f. Intellectual Disability ; 

g. Multiple Disabilities; 

h. Orthopedic Impairment; 

i. Other Health Impairment; 

j. Specific Learning Disability; 

k. Speech or Language Impairment; 

l. Traumatic Brain Injury; 

m. Visual Impairment, including Blindness 

2. That at least one of these disabilities has an adverse effect on the student’s educational performance, 
and 

3. As a result of one or more of these disabilities, the student needs special education (specially designed 
instruction). 
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When all three factors are present – IDEA disability, adverse effect on educational performance, and need 
for special education services – the student is eligible or continues to be eligible for special education and 
related services and an IEP is developed. 

For all disability areas, a student may not be determined to have a disability if the determinant fact for the 
finding is lack of appropriate instruction in reading, including phonemic awareness, phonics, vocabulary 
development, reading fluency, including oral reading skills, and reading comprehension strategies; lack of 
appropriate instruction in math; or limited English proficiency. Students who are ELL may be eligible for 
special education services only when it is determined that the disability exists independent of the student’s 
limited language proficiency in English. The disability must be present in the student’s native language 
and/or outside of the school environment. Speaking a language other than English is not a disability. 

Three conditions are required of students suspected of having specific learning disability eligibility: 

1. The student does not achieve adequately for his/her 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 his/her age or state-approved grade-level standards. The areas are: oral 
expression, listening comprehension, written expression, basic reading skills, reading fluency skills, 
reading comprehension, mathematics calculation, and mathematics problem solving; and 

2. The student does not make sufficient progress to meet age or state-approved grade-level 
standards in one or more of the areas identified in above when using a process based on 
his/her response to scientific, research-based intervention; or the student 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 MDT team to be relevant to the identification of specific learning disability; and 

3. The findings under the above cannot primarily be the result of a visual, hearing or motor 
impairment, mental retardation, emotional disturbance, environmental or cultural or economic 
disadvantage, limited English proficiency, or lack of appropriate instruction in reading (including 
phonemic awareness, phonemics, vocabulary development, reading fluency, including oral reading 
skills, and reading comprehension strategies) or lack of appropriate instruction in math. 

To ensure that underachievement is not due to a lack of appropriate instruction in reading or math, the 
MDT Team must review the data demonstrating that prior to or as part of the referral process, the student 
was provided appropriate instruction in a regular education setting. The MDT Team must also ensure 
delivery by qualified personnel and data-based documentation of repeated assessments of achievement, 
at reasonable intervals, reflecting formal assessment of student progress during instruction that was 
provided to the student’s parent or guardian. 

Specific documentation for the specific learning disability determination in the Evaluation Summary must 
document if the student participated in a process that assesses his/her response to scientific, research-
based intervention; the instructional strategies used and the student-centered data collected; and the 
documentation that the child’s parents were notified about 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; strategies for increasing the student’s rate of learning; and the parent’s right to request an 
evaluation.  

Each team member must certify in writing whether the eligibility determination decision reflects his or her 
conclusion. If it does not so reflect, s/he must submit a separate statement presenting his/her conclusions. 
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If a parent is unable to provide a written dissent, the staff should assist in reducing the dissent to writing.

Procedural Safeguards and Next Steps 

If the MDT Team determines that the student is not eligible for special education and related services, give 
a PWN indicating this decision to the parent along with a copy of the parent’s procedural safeguards. If the 
parent believes the student is eligible and disagrees with this decision, the parent may request mediation 
or a due process hearing or file a state complaint. As appropriate, the MDT Team may consider providing 
support for the student through a referral to AS3. 

If the MDT Team determines that the student is eligible for special education and related services, give a 
PWN to the parent to document this finding. The parent must sign an Initial Consent for Services form in 
order for the school team to implement an initial IEP. The MDT Team (with change in participants as 
appropriate) may continue on to develop the student’s IEP under one of the following circumstances: 

● The Parent received both an invitation for the eligibility meeting and the IEP meeting. This is rarely 
done for the development of an initial IEP, but may happen in some circumstances.  

● The parent agrees to waive the 5-day written notice for the IEP meeting. 

If neither of the above circumstances is present, send a Parent Invitation form to the parent for the IEP 
meeting. This meeting must be held within 30 calendar days from the determination that the student 
needs special education and related services. For re-evaluation meetings, the team may determine at the 
eligibility meeting that the IEP continues to meet the student’s needs or agree to amend instead of 
holding a full annual meeting.  

If parents disagrees with an initial, continuing, or change in a child’s eligibility, the parent has the right to 
disagree with the eligibility determination by requesting mediation or a due process hearing or filing a 
state complaint. 

Changing or Terminating Eligibility for Special Education Services 

● A student must be reevaluated in accordance with the above applicable procedures prior to 
changing or terminating the student’s eligibility for special education services. For example, if a 
student with a diagnosed learning disability is suspected of having an emotional disturbance, staff 
would have to initiate a reevaluation to effectuate this consideration.  

● For students who receive speech language services only under SLI, a student cannot be exited from 
speech language services without reconsidering eligibility category.  

● For students who receive social emotional support, students can be exited from that support 
based on performance and other data provided by the clinician during an IEP meeting and based 
upon MDT team decision making.  

● For students who receive related services (speech language, OT, PT, APE, etc), the team can 
determine to assess the need for these services outside of the eligibility process. In those 
circumstances, the parent must given consent for a formal assessment to be completed and the 
MDT team would have to consider that assessment and other relevant information showing that a 
student no longer required those services or only required consultation services (not direct 
services). In such circumstances, the area of concern would be removed and any remaining needs 
would be documented in the Other Classroom Aids and Services.  
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IDEA Definition of Disability 

AUTISM 

A developmental disability significantly affecting verbal and nonverbal communication and social 
interaction, generally (but not always) evident before age three, that adversely affects a child’s educational 
performance. Other characteristics are engagement in repetitive activities and stereotyped movements, 
resistance to environmental change or change in daily routines and unusual responses to sensory 
experiences; term does not apply if performance is adversely affected primarily because of an emotional 
disturbance. 

DEAF/BLINDNESS 

Concomitant hearing and visual disabilities, the combination of which causes severe communication, 
developmental, educational and vocational needs that cannot be accommodated by special education 
services designed solely for students with deafness or blindness. 

DEAFNESS 

Hearing impairment that is so severe that student is impaired in processing linguistic information through 
hearing, with or without amplification, and that adversely affects a child’s educational performance. 

EMOTIONAL DISTURBANCE (ED) 

Includes schizophrenia but does not apply to students who are socially maladjusted, unless it is 
determined that they have an emotional disturbance. The condition exhibits one or more

of the following characteristics, based on multiple sources of data, over an extended 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/teachers; 

● Inappropriate types of behavior or feelings under normal circumstances; 

● A general pervasive mood of anxiety, unhappiness or depression; or 

● A tendency to develop physical symptoms or fears associated with potential or school problems. 

HEARING IMPAIRMENT (HI) 

Impairment in hearing, whether permanent or fluctuating, that adversely affects educational performance 
but that is not included under the definition of deafness, above. 

INTELLECTUAL DISABILITY (ID) 

Significantly sub-average general intellectual functioning, existing concurrently with deficits in adaptive 
behavior and manifested during the development period that adversely affects educational performance. 

MULTIPLE DISABILITIES 

Concomitant impairments (e.g., mental retardation-blindness, mental retardation-physical impairment, 
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etc.), the combination of which causes severe educational needs that cannot be accommodated through 
special education services solely for one of the impairments. This disability does not include 
deaf/blindness. 

ORTHOPEDIC IMPAIRMENT 

A severe orthopedic impairment that adversely affects a child’s educational performance. The term 
includes impairments caused by congenital anomaly (e.g., clubfoot, absence of some member, etc.), 
impairments caused by disease (e.g., poliomyelitis, bone tuberculosis, etc.), and impairments from other 
causes (e.g., cerebral palsy, amputations and fractures or burns that cause contractures. 

OTHER HEALTH IMPAIRMENT (OHI) 

Limited strength, vitality or alertness (including a heightened alertness to environmental stimuli) resulting 
in limited alertness in the educational environment due to chronic or acute health problems such as 
asthma, attention deficit disorder or attention deficit hyperactivity disorder, diabetes, epilepsy, a heart 
condition, hemophilia, lead poisoning, leukemia, nephritis, rheumatic fever and sickle cell anemia, that 
adversely affects performance. 

SPECIFIC LEARNING DISABILITY (SLD) 

A disorder in one or more basic psychological processes involved in understanding or in using spoken or 
written language that may manifest itself in an imperfect ability to listen, think, speak, read, write, spell or 
do mathematical calculations, including such conditions as perceptual disabilities, brain injury, minimal 
brain dysfunction, dyslexia and developmental aphasia. 

Not Included: The term does not include learning problems primarily the result of visual, hearing or motor 
disabilities; mental retardation; emotional disturbance; or environmental, cultural or economic 
disadvantage. 

SPEECH AND LANGUAGE IMPAIRMENT 

A communication disorder, such as stuttering, and/or impaired language, articulation or voice, etc., that 
adversely impacts performance. For ELL students, the MDT Team must take care to differentiate language 
differences from a speech/language impairment. If an ELL student has only language differences, ESL 
services (not speech/language therapy) should be provided. 

TRAUMATIC BRAIN INJURY (TBI) 

An acquired injury to the brain caused by an external physical force, resulting in total or partial functional 
disability or psychosocial impairment, or both, that adversely affects a child’s educational performance. 
The term applies to open or closed head injuries resulting in impairments in one or more areas, such as 
cognition; language; memory; attention; reasoning; abstract thinking; judgment; problem-solving; sensory, 
perceptual, and motor abilities; psychosocial behavior; physical functions; information processing; and 
speech. The term does not apply to brain injuries that are congenital or degenerative, or to brain injuries 
induced by birth trauma. 

VISUAL IMPAIRMENT, INCLUDING BLINDNESS (VIB) 

An impairment in vision that, even with correction, adversely affects a student’s educational performance. 
The term includes both partial sight and blindnes
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CHAPTER 4: PROCEDURAL SAFEGUARDS 

PURPOSE 
 
This chapter provides guidance on parental rights, on when parents must be given notice, when schools 

must obtain prior consent from parents and what the notice and consent must contain. Procedural 

safeguards are the formality requirements of the IDEA that are designed to afford parents and guardians of 

children with disabilities meaningful involvement in the education placement of their children. 

LEGAL STANDARD 
 
The IDEA identifies a list of procedural safeguard protections: 
 

● An opportunity for parents to examine records, participate in meetings and obtain an independent 

educational evaluation; 

● Procedures to protect the rights of the child when the parents are not known, cannot be located, 

or if the child is a ward of the state; 

● Prior written notice whenever the district proposes (or refuses) to initiate or change the 

identification, evaluation of educational placement of the child, or the provision of FAPE; 

● Informed consent requirements; 

● Procedures designed to ensure that notices are in the native language of the parents, unless not 

feasible to do so; 

● Dispute resolution options. 

FREQUENCY OF DISTRIBUTION 
 
The IEP Coordinator must provide parents with a copy of the Procedural Safeguards: 
 

● At each annual review meeting; 

● Upon initial referral or parent request for evaluation; 

● Upon receipt of the first State complaint and upon receipt of the first due process complaint in a 

school year; 

● On the date the decision is made that a student’s suspension constitutes a change in placement 

(i.e., more than 10 consecutive school days or series of suspensions constitutes a pattern of 

suspension); and 

● Upon request by a parent. 
 
A copy of the Procedural Safeguard document can be found here.  
 

DEFINITION AND ROLE OF PARENT/LEGAL GUARDIAN/SURROGATE PARENT                   
IDEA defines parent as: 

● A biological or adoptive parent of a child. 

http://www.elhaynes.org/resources.html.
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● A guardian generally authorized to act as the child's parent, or authorized to make educational 
decisions for the child (but not the state if the child is a ward of the state). 

● An individual acting in the place of a biological or adoptive parent (including a grandparent, 
stepparent, or other relative) with whom the child lives, or an individual who is legally responsible for 
the child's welfare. 

● A surrogate parent who has been appointed in accordance with the procedures below. 

 

Authorized unless evidence to the contrary 

Except as provided below, the biological or adoptive parent, when attempting to act as the parent and when 
more than one party is qualified to act as a parent, must be presumed to be the parent unless the school has 
been provided with evidence that there is a current protective order altering a parent’s access or a court order 
terminating a parent’s rights to make educational decisions for his/her child. 

Judicial decree or order 

 If a judicial decree or order identifies a specific person to act as the parent of a student or to make educational 
decisions on his/her behalf, that individual is considered to be the parent. 

Foster Parents 

A foster parent can attend an MDT Team meeting but cannot make educational decisions unless the Office of 
the State Superintendent of Education (OSSE) approves the appointment of the foster parent as a surrogate. 

When required, the IEP Coordinator must request the appointment of a surrogate parent when: 

● The child’s parent or guardian cannot be located and there is documentation that the parent’s 

whereabouts are unknown or that they are unavailable; 

● A child is a ward of the state. This term refers to a child assigned by court order to the custody of a 

public agency or public official. 

● In this case, the surrogate parent may be appointed by the judge overseeing the child’s case, 

provided the surrogate meets the requirements. A termination of parental rights means that a 

court of competent jurisdiction has taken away the parent’s rights to make any decisions 

concerning the child’s education and/or upbringing. 

Criteria for selection of surrogate parents 

E.L. Haynes may select a surrogate parent that meets the following criteria. The person 

● Is not an employee of E.L. Haynes, any other LEA or D.C. agency that is involved in the education of 

care of the student; 

● Has no personal or professional interest that conflicts with the interest of the student the 

surrogate parent would represent; and 
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● Otherwise is qualified to be a surrogate parent and is not an employee of an agency solely because 

s/he is paid by the agency to serve as a surrogate parent. 

Unaccompanied homeless youth 

In the case of a student who is an unaccompanied homeless youth, appropriate staff of emergency 

shelters, transitional shelters, independent living programs, and street outreach programs may be 

appointed as temporary surrogate parents until a surrogate parent can be appointed that meets all of the 

criteria for the selection of a surrogate parent. 

Surrogate parent rights and responsibilities 

A surrogate parent may represent the student in all matters related to the identification, evaluation, and 

educational placement of the child and the provision of FAPE to the student. 

Document efforts to locate parents 

The IEP coordinator must document his/her reasonable efforts to locate the student’s parent, including 

phone calls, letters, certified letters and visits to parents’ last known address. To request appointment of a 

surrogate for a student, complete the required Educational Surrogate Parent Referral form7. 

Parent Observations 

E.L. Haynes welcomes parents or a designee with professional expertise in the area of special education 

(not including lawyers representing parents or anyone with a financial interest in litigation) to come 

observe their student’s current or proposed special education program in school. In an effort to ensure 

confidentiality and safety of our classrooms, parents who would like to observe their student who has an 

IEP need to notify their special education point of contact at least five days in advance of a proposed 

observation so that staff can be available to co-observe. Due to confidentiality, parents of students in 

special education only classes will be notified that parents may be observing the classroom and have the 

right to opt out of those observations.  

Notice of Transfer of Parental Rights 

When a student turns 18 years old, their education rights automatically transfer to the student unless the 

student or parent takes additional steps to identify the parent or another adult as the educational decision 

maker.  

If the student retains their educational rights upon turning 18, the student will make all educational 

decisions, but is welcome to invite parents or other people to support him/her in meetings. Students are 

encouraged to identify adults (parents, family, friends, community members) who can help them make 

decisions after they turn 18 years old. By completing the Supported Decision Making form (see resources), 

the student gives permission to the school to share all information with the identified adults. Those 

identified adults will be invited to meetings and given access to documents, depending upon permissions 

given by student. The student still has final decision making authority and can change the adults identified 

at any time in writing. 

 



 

32 

If the student would like the parent to continue making educational decisions, the student can write a 

letter stating that they give the power of attorney for educational rights to the identified person. Upon 

receipt of the letter, the school will communicate with the identified person for all educational decisions. 

The student will still be invited to IEP meetings. The student can revoke the power of attorney in writing at 

any time. 

 

The parent/guardian has two options if s/he does not believe the student is capable of making educational 

decisions.  

1. The parent/guardian may petition through the court to have the student declared legally 

incapacitated. The final court order must be shared with the school. 

2. The parent/guardian/interested party may petition OSSE to assign an educational representative. 

There are two forms, one to be completed by the parent/guardian and one that must be 

completed by two professionals stating that the student cannot make educational decisions. These 

forms are submitted to OSSE and OSSE will assign an educational representative. If the student 

disagrees, they can petition OSSE and OSSE will revoke the educational representative’s 

educational rights. OSSE has the policy and their forms available here: 

https://osse.dc.gov/service/education-decision-making 

The form is available here.  

https://osse.dc.gov/sites/default/files/dc/sites/osse/publication/attachments/Educational%20Surrogate%20Program%20Student%20Referral%20Form.pdf
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CHAPTER 5:  INDIVIDUALIZED EDUCATION PROGRAMS (IEP) 
 

PURPOSE 

The Individuals with Disabilities Education Act (IDEA 2004) requires all LEAs, including charter schools, to 

provide an Individualized Education Program (IEP) for each student who is eligible to receive special 

education programs and services. 

LEGAL STANDARD 

The IEP must offer the following: 

● A Free Appropriate Public Education (FAPE) in the Least Restrictive environment (LRE). An 

“appropriate” program is one that is compliant with mandated timelines, procedures, and is 

reasonably calculated to enable the student to make appropriate progress in light of his/her 

circumstances. 

● The LRE is the environment that offers the student participation with non-disabled peers to the 

maximum extent appropriate. 

IEP Purpose 

The IEP is a legal document that describes the specially designed instruction (special education) and 

related services designed by the IEP Team to meet the student’s unique needs. This document identifies 

the resources that E.L. Haynes commits to meet the student’s educational needs. 

The IEP: 

● Outlines special considerations (Positive Behavior Interventions and Supports, Limited English 
Proficiency, Blind/Visually Impaired, Deaf/Hard of Hearing, Communication, and Assistive Technology) 

● Records the student’s current levels of achievement, academic and behavioral progress; 

● Outlines the specially designed instruction, accommodations, supports, supplementary aids and 

services, and related services that the LEA will provide the student; 

● Sets forth measurable annual goals to enable the student to progress, with short term-objective as 

appropriate 

● Identifies the student’s participation in state and local assessments or alternate assessments; 

● Describes the testing accommodations appropriate for the student; 

● Addresses measurable postsecondary goals based upon age-appropriate transition, assessments 

related to training, education, employment, and, where appropriate, independent living skills; and 

● Identifies the student’s educational placement, level of intervention and location of services. 
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Timelines 

A meeting to develop an IEP must be conducted within 30 calendar days of an eligibility  determination 
that a student needs special education and related services. An annual IEP must be prepared at least once 
a calendar year for each student with a disability except when a parent refuses or does not consent for the 
initial provision of special education services. At the beginning of each school year each school must have 
in effect, for each student with a disability, a current IEP that meets the requirements of this chapter. The 
IEP should be revised anytime as appropriate to address any lack of expected progress toward the annual 
goals; any lack of adequate progress in the general curriculum; to consider any changes in services or 
placement; and new information obtained as a result of a reevaluation or obtained from parents, teachers 
or other sources. 

MDT Team Members for Development of IEPs 

The MDT Team is composed of the following individuals. The roles of the individuals are also described below: 

● Parent, Surrogate Parent, or Legal Guardian: E.L. Haynes believes that the family and outside supports 
for a student are critical for the student’s progress and welcomes the participation of families in IEP 
meetings. Parents are encouraged to participate in ways such as the following: 

○ Discuss and select with the person coordinating the meeting a date and time for the IEP meeting 

○ Review the current IEP and come to the meeting with questions or concerns 

○ Review most recent progress reports from the teacher(s) 

○ Prepare and share comments regarding his/her child’s strengths, abilities and needs. 

○ Discuss student’s study habits, organizational skills and behavior at home 

○ Think about the skills the parent would like the student to master by the end of the year and 
formulate a vision of the future, including post-secondary transition goals 

● LEA Representative: The administrator or administrator’s designee, who must be qualified to provide or 
supervise the provision of specially designed instruction; knowledgeable about the general curriculum; 
knowledgeable about availability of school district resources; authorized to commit school district 
resources; and authorized to ensure the provision of services and materials as specified in the IEP. In 
some cases, the case manager may serve as the LEA representative given collaboration with the 
special education point of contact in advance of the meeting. The LEA Representative ensures the 
team has records and information on the student’s performance, behavior and attendance.

● Special Education Teacher/Inclusion Staff:  At least one special education teacher who provides or 
oversees instruction for the student. If the student does not yet have a special education teacher, 
include a special education teacher who will provide services to the student and who provides services 
to same age students with similar disabilities. If the student receives or is to receive speech/language 
only, include at least one appropriate special education provider. 

At EL Haynes, the Special Education teacher is responsible for reviewing and updating present levels, 
goals, and other sections of the IEP, coordinating the IEP meeting in accordance with the legally 
mandated timelines and protocols, sends out appropriate written notices for the meeting, and ensures 
that the IEP is completed appropriately. 
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If the student is receiving special education services, review the current IEP, compile anecdotal records, 
samples of student work, and other information relevant to determining the student’s potential for 
learning, rate of learning and need for specialized instruction and/or accommodations, including a 
summary of progress monitoring data for the last year. For initial IEPs, the special education teacher will 
review current data. For all students, the special education teacher will be able to review the following 
information: 

○ Instructional data- Identify instructional and classroom management strategies that have been 
successful with the student with any available data to support improved performance 

○ Learning style- Be prepared to discuss the student’s learning style 

○ Special factors- List or identify special factors that may impede the student’s learning 

○ Absences and discipline- Compile a summary of the student’s absences, tardiness, and any 
disciplinary infractions for the last year 

○ Positive interventions- Suggest positive intervention strategies for improving the student’s 
behavior, supplementary aids and services, program accommodations or modification or 
modifications and supports for school personnel that may be necessary for the student to 
benefit from specialized instruction 

● Regular Education Teacher: A regular education teacher must, to the extent appropriate, participate in 
the development of the IEP of the child, including the determination of appropriate positive behavioral 
interventions and supports and other strategies for the student; and supplementary aids and services, 
program modifications, and support for school personnel consistent. The selected regular education 
teacher should be one who teaches the student; implements portions of the IEP; or after the 
completion of the IEP may teach, implement portions of the IEP, or supervise the student. The teacher 
should be prepared in the following areas for the IEP meeting: 

○ Current performance- Be prepared to discuss the student’s current performance in relationship 
to the general education curriculum. Collaborate with the special education teacher to provide 
additional information regarding behavior and attendance patterns 

○ Student progress- Share comments and data on student progress toward achieving IEP goals 
and state performance standards on regular and alternate assessments, including student’s 
participation in classroom activities, performance on benchmark assessments and curriculum 
based assessment 

○ Successful strategies- Identify instructional and classroom management strategies that have 
been successful with the student  

● Evaluator: A member of the team must be available who can analyze data shared during the meeting. 
This may be the special education teacher, psychologist, or other related service provider. The evaluator 
will be able to 

○ Identify the type of assessments and evaluations performed and the source of information, such 
as formal testing, parent and student interviews, observations, alternate assessments 
(portfolios, performance-based, curriculum-based, etc.), and student progress reports and 
performance data. 
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○ Discuss and review information about the student’s strengths and needs with the MDT. 

● Student: The student must be invited to participate in the IEP meeting if a purpose of the meeting will 
be the discussion of the student’s postsecondary goals and related transition services. If the student 
does not attend, the LEA must take other steps to ensure that the student’s preferences and interests 
are considered. E.L. Haynes believes that students should have a voice in their IEP, even prior to the 
legally mandated age for participation, and will work with the parent and student to provide 
opportunities for students to be involved in their meeting. As appropriate, the school team will work 
with the student so that the student is prepared to share information such as: 

○ Preferred school activities and those s/he would like to pursue 

○ Educational and post-secondary goals (e.g., college, career, job placement) 

○ Concerns with parents or teachers 

○ Accommodations that have been helpful and those which were not useful.

● Other Individuals:  The IEP Coordinator invites other individuals (at the discretion of the parent or the 
school district) who have knowledge or special expertise regarding the student, including related 
services personnel as appropriate. The determination of the knowledge or special expertise of these 
individuals must be made by the party (parents or school district) who invited the individual to be a 
member of the MDT Team. These individuals may include: 

o Bilingual Professional; 

o Person knowledgeable about positive behavioral strategies; 

o Interpreter for individuals who are Deaf; 

o Translator for those whose primary language is not English; 

o A person familiar with the student’s culture; 

o OT/PT Therapist; 

o Psychologist; or 

o School Nurse. 

If the IEP Coordinator wishes to invite officials from another agency, such as those providing behavioral 

health, transition services, or other services, the LEA must obtain parental consent for the individual to 

participate in the MDT Team meeting because confidential information about the student from his/her 

education records would be shared at the meeting. 

Attendance Flexibility 

A member of the MDT Team is not required to attend an MDT Team meeting, in whole or in part, if the 

parent and the LEA agree, in writing, that the attendance of the member is not necessary because the 

member’s area of the curriculum or related services is not being modified or discussed in the meeting. A 

member of the MDT Team may be excused from attending an MDT Team meeting, in who or in part, when 
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the meeting involves a modification to or discussion of the member’s area of the curriculum or related 

services, if the parent and the LEA consent in writing to the excusal; and the member submits, in writing, 

to the parent and the MDT Team input into the development of the IEP prior to the meeting. Excusal is 

agreed upon in writing via the Parent Consent to Excuse Members from Attending the MDT Team Meeting 

form. If an MDT team member has been excused, (s)he is not to sign that they have attended. 

Although the parent has a legal right to excuse or require an MDT Team member to participate in an MDT 

Team meeting, it is important to emphasize that the IEP Coordinator determines the specific personnel to 

fill the roles for the School District’s required participants at the MDT Team meeting. A parent does not 

have a legal right to require other members of the MDT Team to attend the meeting. The application of 

these conditions must be met prior to the IEP meeting. When necessary, staff input must be submitted in 

writing prior to the IEP meeting.  

IEP COORDINATOR’S PREPARATION FOR THE IEP MEETING IEP     

Meeting Scheduling and Notices- The IEP Coordinator must take steps to ensure that one or both of the 
parents are present at the MDT Team meeting or are afforded the opportunity to participate, by following 
the detailed procedures in the Procedural Safeguards Chapter. In summary, these procedures include: 

● Procedural Safeguards Notice – If this is the annual IEP, enclose a copy of the Procedural 

Safeguards Notice with the Invitation to Participate sent to the parents, or provide parent with 

Procedural Safeguards Notice at the annual IEP review meeting. For other IEP meetings, remind 

the parent that the Procedural Safeguards Notice is available upon request. The parents must 

receive a copy of the procedural safeguards at least once per school year.  

● Five (5) Day Notice – Provide parental written notice of the IEP meeting at least 5 business days 

prior to the scheduled meeting. The typical practice of EL Haynes is to call, text, or have an in-

person conversation with the parent to confirm the meeting date and time before sending home 

the written letter. If a student is attending for their secondary transition plan, the student must 

receive a letter as well. If the parent cannot be reached to schedule the meeting, the letter can be 

sent with a proposed meeting date and time.  

● Age of Majority – If the student is 18 years of age and has had his/her educational rights 

transferred to the student, provide the student with a Student Invitation to Participate at least 5 

business days prior to the IEP meeting date by hand- delivery, by first class mail or by email. 

● Scheduling Meeting – Schedule the meeting at a mutually agreed on time and place. 

● Native Language & Mode of Communication – Provide the written notice in the parent’s native 

language and mode of communication, unless it is clearly not feasible to do so. The IEP 

Coordinator will take whatever action is necessary to ensure that the parent understands the 

proceedings of the MDT Team meeting, including arranging for an interpreter for parents with 

deafness or whose native language is other than English.  

● Notice Content – Indicate the purpose(s), date, time and location of the IEP meeting as well as all 

of the MDT Team meeting participants. 
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Parent participation: EL Haynes encourages parent participation and will make reasonable 

accommodations in order for parents to participate. However, if the school has made all required contacts 

and the parent is not able to participate, the school can proceed with the meeting. An MDT Team meeting 

may be conducted without the parent in attendance as long as the standards below are documented: 

● Alternative methods of participating – The parent was advised that s/he may participate by 

conference call or telephone speaker. 

● At least 3 contacts – If the parent does not participate, at least 3 contacts were made or 

attempted to arrange a mutually agreed upon time and place for the meeting. There must be two 

different methods of contacts (phone, text, email, in-person conversation, letter) and one contact 

must be the written notice of the meeting. All contacts must be logged.  

○ Detailed records of telephone calls made or attempted and the results of those calls; 

○ Copies of correspondence sent to the parents and any responses received; and 

○ Detailed records of visits made to the parent’s home or place of employment and the 

results of those visits. 

Student Considerations 

Before the IEP meeting, the IEP Coordinator should address whether the student has any of the following 

special circumstances and, if so, what pre-meeting preparation should be taken to address the below-

noted considerations: 

● Limited English Proficiency – For a student with limited English proficiency (LEP) or who is an 

English Language Learner (ELL), whether the language needs may relate to the IEP. 

● Blind/Visually Impaired – For a student who is blind or visually impaired, evaluative information 

about the student’s reading and writing skills, needs, and appropriate reading and writing media 

(including an evaluation of future needs for instruction in Braille or the use of Braille) should be 

available for the IEP to determine whether to provide for instruction in Braille and the use of 

Braille or that instruction in Braille or the use of Braille  is not appropriate. 

● Deaf/Hard of Hearing 

● Unique communication needs – For a student with communication needs and in the case of a 

student who is deaf or hard of hearing, gather information for the MDT Team’s consideration 

regarding the student’s language and communication needs, opportunities for direct 

communications with peers and professional personnel in the student’s language and 

communication mode, academic level, and full range of needs, including opportunities for direct 

instruction in the student’s language and communication mode. 

● Assistive technology needs – Gather information that would allow the MDT Team to consider 

whether the student has any assistive technology needs. 
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● Physical or health impairments – Gather any information that would provide information to the 

MDT Team regarding any physical or health impairments of the student and support s/he may 

require 

● Positive Behavior Interventions and Supports (PBIS): For a student with behavior that impedes 

his/her own learning or the learning of others, the IEP team must consider strategies and supports, 

including positive behavioral interventions, to address that behavior. In that case, a positive 

behavior support plan must be developed by the MDT team, based on a functional behavior 

assessment, and this plan will become part of the student’s IEP. 

Positive rather than negative measures shall form the basis of behavior support programs. 

Behavior support programs include a variety of techniques to develop and maintain skills that will 

enhance an individual student’s or young child’s opportunity for learning and self- fulfillment. The 

types of intervention chosen for a particular student or young child shall be the least intrusive 

necessary. 

Assessments 

● Behavior – If the student’s behavior affects learning or the learning of others a Functional 

Behavioral Assessment (FBA) must be completed before the IEP meeting, given consent by the 

parent. (The MDT Team would then review the FBA at the IEP meeting and, as necessary, prepare 

a new Behavior Intervention Plan (BIP) or revise the existing BIP based on the results of the FBA.) 

● Academic and functional performance – Review the student’s current IEP to determine mastery of 

annual goals; review portfolios, compile anecdotal records, samples of student work, and other 

information relevant to determine the student’s potential for learning, strengths, rate of learning, 

need for specialized instruction and/or accommodations, and educational needs in relationship to 

the general education curriculum. 

● Achievement and progress – Assess current achievement levels and progress toward achieving 

Common Core State Standards (CCSS) and IEP goals. 

● Most recent evaluations – Gather the results of the most recent evaluations of the student. 

● Parent concerns – Talk to the parent to gather any concerns of the parents regarding the 

education of his/her child. 

● Student strengths – Gather information about the student’s talents, hobbies and interests. 

● Attendance and class participation – Compile data on the student’s attendance and class 

participation. 

● English Learners (EL) – For students who are EL, compile data on levels of English language 

proficiency and native language proficiency. 

● Confer – Gather additional information from regular educators, other special education providers 

and parents as needed. 
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STRUCTURING THE IEP 

Suggested Guidelines 

The IEP Coordinator should use the following protocol and guidelines to conduct an MDT Team meeting: 
● Agenda-Use a structured format/agenda. 

● Student-focused- Focus discussion on student issues and strengths. 

● Language- Use user-friendly, jargon-free language. 

● Beginning the meeting- State the purpose of the meeting, distribute the agenda and introduce all 
participants. 

● Sign the IEP- Ask the parent, all other MDT Team members and other participants in attendance to 
sign the first page of the IEP form. Explain that signing the IEP indicates attendance at the IEP 
meeting; not agreement with the IEP. The PWN issued at the end of the IEP meeting indicates 
parental agreement or disagreement with the proposed IEP.

● Provide Documents- Give the parent copies of procedural safeguards documentation and other 
informational documents 

● Confidentiality- Advise the parent that assessments and results are confidential and will be 
discussed for educational purposes only. 

● Involve parent- Offer the parent the opportunity to share his/her expectations and vision of 
his/her child’s future, including short-term and long-term goals. The parent should describe 
his/her understanding of the student’s strengths and personal interests, as well as concerns 
regarding the student’s educational performance, physical development, social and emotional 
development, independent functioning (including vocational considerations, if appropriate) and 
participation in home and community. 

● Considerations- The MDT must consider the strengths of the student; the concerns of the parents 
for enhancing the education of his/her child; the results of the initial or most recent evaluation of 
the student; and the student’s academic, developmental, and functional needs of the child. 

CONTENT OF THE IEP 

After consideration of the special factors, the IEP Team prepares a written IEP which must include the 
following information:

● Consideration of Special Factors, as described above 
● Present Level of Academic Achievement/Functional Performance: This section provides a summary of 

the student’s performance in his/her current educational program and indicates the student’s 
instructional and functional levels. It includes information regarding classroom performance and the 
results of any academic achievement or functional performance assessments that have been 
administered. Information contained in this section provides baseline data for developing the IEP and 
writing measurable annual goals. The information in this section should consider the most recent results 
of the Initial Evaluation Report or Reevaluation Report, results of curriculum based assessments, 
concerns of the parents for enhancing the education of his/her child, and results of ongoing progress 
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monitoring. The information should be stated in clear and concrete terminology. Any special 
considerations identified in Section I of the IEP must be addressed in this section. 

● Present Levels Related to Current Postsecondary Transition Goals: This section should provide a 
concise description of the student’s current Academic Achievement and Functional Performance based 
on age appropriate assessments related to the student’s targeted postsecondary goals if the IEP team 
determines that transition services are needed. Per DC regulation, transition plans typically are 
developed when a student will turn 14 in their upcoming IEP year, although can be completed earlier. 
Examples of formal or informal assessments that may be listed and explained in this section include: 
SATs, interest inventories, vocational evaluations, career surveys, as well as academic and functional 
assessments.  

● How the Student’s Disability Affects Access to Involvement and Progress in the General 
Education Curriculum:  This section should include statements about the student’s access to and 
progress in the general education curriculum (regardless of where the student currently receives 
services, s/he should be involved in the general education, and how s/he is accessing the general 
education curriculum with or without modifications, adaptations, and support services). The 
information should be clear enough to demonstrate the need for the continuation, elimination, or 
additional support and services in the student’s IEP. The MDT must determine how the student will 
access, be involved in, and make progress in the general education curriculum. This determination 
should be based on assessments that relate directly to the general education curriculum and grade 
level content standards, and then be reflected in the IEP statement of the student’s present levels. 
Information in this section will drive the development of the supports and services in the IEP. 
Reference to the state academic standards, applicable assessment anchors, and/or eligible content 
may be written in this section.

● Goals and Objectives:  A statement of measurable annual goals, including academic and functional goals 
designed to meet the student’s needs that result from his/her disability to enable him/her to be 
involved in and make progress in the general education curriculum. For students who will be assessed 
through the alternative assessment, short-term objectives will be included. The IEP outlines learning 
goals for students with disabilities and should be based on or referenced to Common Core State 
Standards 

● Progress Measurement and Reports: A description of how the student’s progress toward meeting 
annual goals will be measured. Periodic reports on the student’s progress toward meeting the annual 
goals (such as through the use of quarterly or other periodic reports, concurrent with the issuance of 
report cards) will be provided. 

● Statement of Services:  A statement of the special education and related services and supplementary 
aids and services, based on peer-reviewed research to the extent practicable, to be provided to the 
student, or on behalf of the child, and a statement of the program modifications or supports for school 
personnel that will be provided to enable the student to advance appropriately toward attaining the 
annual goals; to be involved in and make progress in the general education curriculum in accordance 
with the above and to participate in extracurricular and other nonacademic activities; and to be 
educated and participate with other students with and without disabilities in the activities described in 
this section. 

o Peer-Reviewed Research: Generally refers to research that is reviewed by qualified and 
independent reviewers to ensure that the quality of the information meets the standards of 
the field before the research is published. However, there is no single definition of peer 
reviewed research because the review process varies depending on the type of information 
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to be reviewed. The phrase “to the extent practicable,” as used in this context, generally 
means that services and supports should be based on peer-reviewed research to the extent 
that it is possible, given the availability of peer-reviewed research.

● Instructional Methodologies: The MDT will identify appropriate methodologies for instruction. IDEA 
does not require an IEP to include specific instructional methodologies or curriculum 

● Regular Class Removal Explanation: An explanation of the extent, if any, to which the student will not 
participate with nondisabled students in the regular class and in the activities described above. The 
IEP must include what was attempted prior to removal and how the removal may impact the student.  

● State and District-Wide Assessments:  

o Accommodations- Specific accommodations needed to the academic achievement and 
functional performance of the child on State and district-wide assessments will be included in 
the student’s IEP 

o Alternate Assessment- If the MDT determines that a student must take an alternate 
assessment instead of a particular regular state or district-wide assessment, the IEP will 
indicate this decision and appropriate accommodations will be selected 

● Date: The projected date for the beginning of the services and modifications described above, and 
their anticipated frequency, location, and duration. 

● Transition Services: Beginning not later than the first IEP to be in effect when the student turns 14, or 
younger if determined appropriate by the MDT, and updated annually, thereafter, the IEP must 
include: 

o Post-Secondary Goals – Appropriate measurable postsecondary goals based upon age 
appropriate transition assessments related to training, education, employment, and, where 
appropriate, independent living skills, and; 

o Description of Services – The transition services (including courses of study) needed to assist 
the student in reaching those goals 

o Coursework being completed for student’s goals

o Definition of transition services- A coordinated set of activities (special education or 
related services) for a student with a disability that meet the following criteria: 

• Results-Oriented- Is designed to be within a results-oriented process that 
is focused on improving the academic and functional achievement to 
facilitate movement from school to post-school activities, including post-
secondary education, vocational education, integrated employment 
(including supported employment), continuing and adult education, adult 
services, independent living, or community participation. 

• Student Needs- Is based on the individual student’s needs, taking into 
account strengths, preferences, and interests, and includes instruction, 
related services, community experiences, the development of 
employment and other post-school adult living objectives, and if 
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appropriate, acquisition of daily living skills and provision of a functional 
vocational evaluation. 

● Least Restrictive Environment (LRE):  The least restrictive environment component of IDEA 
establishes a preference for educating students with disabilities in general education classes with 
supplementary aids and services. Consideration of the regular class must be the starting place for any 
decision-making about the placement of any special education student. Adaptations and 
modifications to the general education curriculum and activities are provided to ensure the student is 
receiving instruction appropriate to his needs. The LRE decision is made only after all the goals, 
modifications and accommodations have been developed in the IEP, and are based on the student’s 
unique needs. The term “full inclusion” is used by some to mean the inclusion of every student with a 
disability in a regular classroom, throughout the school day, without exception. Although it may be 
appropriate for some students to remain in regular education all day, such an absolutist approach 
would limit educational options for others. In order to ensure that all needs are met, IDEA also 
requires that a continuum of placements varying in their restrictiveness be available. The school 
district is required to provide a full continuum of placements that are designed to provide a rich 
supply of diverse programs that support sound inclusive practices. E.L. Haynes has a variety of 
placements available to students depending upon need: 

o Inclusion Support: The focus is on accommodating the student in the general education 
setting and/or remedial activities that would prepare a student to have the skills necessary to 
be successful in the core academic curriculum in a general education setting. Instruction is 
focused on Individual Education Program (IEP) goals, which support progress toward 
competence in grade level curriculum in the least restrictive environment. 

o Academic Resource Support: This model is designed to provide as much, or as little as the 
student needs of special education services. Instruction is focused on Individual Education 
Program (IEP) goals, which support progress toward competence in grade level curriculum in 
the least restrictive environment. These services can include pull-out support in small group 
special education settings, instruction in general education class settings with support and/or 
consultation, and/or co-teaching with general education teachers. Some students may need 
access to academic resource support for targeted interventions or special designed 
instruction within a homogenous smaller group. These students who need more intensive 
remediation utilize a targeted intervention and/or time to with a special educator for 
additional support for a portion of their instruction. 

o Behavioral, Academic, Social, and Enrichment (BASE): A specialized program that provides 
services to students whose Individual Education Program (IEP) demonstrates a need for 
significant behavioral support and social skills development. The BASE Program’ model of 
behavior intervention is based in best practices of PBIS, Restorative Discipline, Universal 
Design for Instruction, and a variety of school based cognitive-behavioral interventions. The 
BASE program at E.L. Haynes engages the behaviors of our students from a strengths based, 
systemic model which includes specialized Behavior Intervention Plans, a comprehensive 
level system, inclusion teacher support, behavioral staff support accessible during each 
period of the day, specialized family engagement mechanisms, specialized instruction, 
behavior counseling, consultative classroom management, and an innovative pro-social skills 
class experience. The BASE program is unique because the students are not secluded, but 
instead receive their core content instruction within the general education classroom 
accompanied by the BASE teacher and/or paraeducator who provide the additional behavior 
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support that is needed. 

o Functional, Academic, Social Skills, and Transition (FAST) class: A specialized program that 
provides services to students whose Individual Education Plan (IEP) demonstrates a need for 
cognitive, communication, socialization, motor and/or pre-vocational skills, and life skills 
development. Skills are developed with significant adult support through individualized 
instruction and strategies such as: functional or modified core academic support and 
curriculum, visual systems for classroom support, work completion and communication, 
functional daily routines, reduced instructional pace, motor skill development and pre-
vocational skill development, positive behavior supports, adaptive skills to increase students’ 
access their environment, communication and social skill development, and community 
based instruction. 

o Hospital and Homebound Instruction: For students with medically documented 
concerns that require instruction to take place outside of school.  

o Nonpublic special education day school: For students who require a more restrictive 
setting to access their education.  

o Nonpublic special education residential programs: For students who require a more 
restrictive setting to access their education.  

o Regular Education Class refers to the educational environments where students without 
disabilities receive instruction and participate in activities throughout the school day. It 
includes instruction that occurs outside the actual “classroom”, such as within the 
school or community where interaction occurs with persons without disabilities. 

o General Education Curriculum refers to the content of the instruction that is to be 
taught to students in each grade and subject area. A student may be educated in a 
regular education classroom; however, the student may be instructed using 
modifications to the general education curriculum. This means a curriculum for a 
student with disabilities that contains some, but not all of the components of the 
curriculum used to instruct students without disabilities in the same classroom/learning 
environment.  

● Special education personnel refers to teachers, related service providers, and 
paraprofessionals.

Reviewing and revising IEPs of students in nonpublic special education schools 

For any students who are enrolled in E.L. Haynes, but whose IEP team determined that a separate 
nonpublic special education school (day school or residential), continue to be responsibility of the LEA. E.L. 
Haynes will continue to ensure that evaluations and the development of IEPs are completed in a timely, 
compliant manner. This includes holding meetings by required deadlines, meeting timelines for informing 
parents about meetings, sharing information after meetings with parents, and ensure that all required 
participants are in the meeting or excused by the parent. 

Even if an approved private school implements a student’s IEP, responsibility for ensuring implementation of the 
IEP remains with the LEA. 

● Explanation- The MDT must explain the amount of time that the student with disabilities is 
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removed from the regular education class and justify in writing any amount of time that the 
student will not be educated with his/her nondisabled peers. 

● Authorized individuals for placements outside of the home school. If the MDT Team wishes to 
consider removing the student from E.L. Haynes, including placement in a separate school, the 
Director of Special Education or his/her designee must a member of the MDT. Additionally, the 
Director of Student Support Services must authorize the transfer of student. 

Extended School Year Services (ESY) 

Purpose 
The term “extended school year services” means special education and related services that are provided 

to a child with disability beyond the normal school year of the public agency, in accordance with the child’s 

IEP, and at no cost to the parents of the child; and meet the standards of the SEA. Clearly, this 

determination must be done on an individual basis. (See Chapter 5 at 5-22 for additional information). 

 
Legal Standard 
IDEA 2004 requires that each public agency ensure that ESY services are available as necessary to provide 

FAPE. ESY services must be provided only if a child’s IEP Team determines, on an individual basis, that the 

services are necessary for the provision of FAPE to the child. In implementing the requirements of this 

section, a public agency may not limit ESY services to particular categories of disability; or unilaterally limit 

the type, amount, or duration of these services. 

Overview 
At each IEP meeting for a student with disabilities, the school entity shall determine whether the student is 

eligible for ESY services and, if so, make subsequent determinations about the services to be provided. 

Additional information can be found on the State Education Agency website at 

http://osse.dc.gov/publication/extended-school-year-esy-services-policy. 

● General- ESY services must be available as necessary to provide FAPE, consistent with the IEP and 
the requirements below. ESY services are not limited to particular categories of disability, or 
unilaterally limited to the type, amount, or duration of services. ESY criteria will be reviewed at 
least annually to determine eligibility for services. 

● Definition- ESY are IDEA Part B special education and related services that are provided to a 
student with a disability beyond an LEA’s regularly scheduled school year. If included in the 
student’s IEP, the ESY services must be provided at no cost to the student’s family. The LEA must 
consider and provide programs and services not currently available at the LEA, if such programs 
and services are necessary to address the individualized needs of a student. 

● Criteria- In considering whether a student is eligible for ESY services, the IEP team shall consider 
the following factors, however, no single factor will be considered determinative: 

○ Regression- Whether the student reverts to a lower level of functioning as evidenced by a 
measurable decrease in skills or behaviors which occurs as a result of an interruption in 
educational programming. 

○ Information to consider. Reliable sources of information regarding a student's educational 
needs, propensity to progress, recoupment potential and year-to-year progress may 

http://osse.dc.gov/publication/extended-school-year-esy-services-policy
http://osse.dc.gov/publication/extended-school-year-esy-services-policy
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include the following: 

■ Meeting IEP goals – Progress on goals in consecutive IEPs. 

■ Progress reports – Progress reports maintained by educators, therapists and 
others having direct contact with the student before and after interruptions in the 
education program. 

■ Parent reports – Reports by parents of negative changes in adaptive behaviors or 
in other skill areas. 

■ Other reports – Medical or other agency reports indicating degenerative-type 
difficulties, which become exacerbated during breaks in educational services. 

■ Observations and opinions – Observations and opinions by educators, parents and 
others. 

■ Test results – Results of tests including criterion-referenced tests, curriculum- 
based assessments, ecological life skills assessments and other equivalent 
measures.

The need for ESY Services will not be based on any of the following: 

● The desire or need for day care or respite care services 

● The desire or need for a summer recreation program 

● The desire or need for other programs or services which, while they may provide educational 
benefit, are not required to ensure the provision of FAPE 

Eligibility for ESY- Related Special Education Transportation Services 

Students eligible for transportation as a related service during the school year are eligible for transportation as a 
related service for the duration of ESY services. Students who were not determined eligible for transportation as 
a related service during the school year may be eligible for transportation as a related service for the duration of 
ESY services, if the IEP Team, applying new student data such as location of ESY services, determines that the 
student is eligible using the established state-level criteria. All ESY-related transportation eligibility decisions 
must be recorded in the student’s IEP. LEAs must submit a completed administrative transportation request 
form to OSSE-DOT no later than five (5) business days after the ESY-related transportation eligibility 
determination. 

Non-Academic Services 

● Definition- Nonacademic and extracurricular services and activities may include counseling 

services, athletics, transportation, health services, recreational activities, special interest groups 

or clubs sponsored by the public agency, referrals to agencies that provide assistance to 

individuals with disabilities, and employment of students, including both employment by the 

public agency and assistance in making outside employment available. 

● Identification of services- Identify any supplementary aids and services appropriate and 

necessary by the child’s team, to provide nonacademic and extracurricular services and activities 
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in the manner necessary to afford the student with disability an equal opportunity for 

participation. 

● Participation with nondisabled students- In providing or arranging for the provision of 

nonacademic and extracurricular services and activities, including meals, recess periods, the 

administrator/designee must ensure that the student with a disability participates with 

nondisabled students to the maximum extent appropriate and the IEP-identified supplementary 

aids and services are provided. 

Physical Education 

● General- Physical education services, specially designed if necessary, must be made available to 

every student with a disability receiving FAPE to the same extent available to non-disabled 

students in the same grade. 

● Regular physical education- Each child with a disability must be afforded the opportunity to 

participate in the regular physical education program available to nondisabled children unless 

the student is enrolled full time in a separate facility, or the student needs specially designed 

physical education, as prescribed in the student’s IEP. 

● Special physical education- If specially designed physical education is prescribed in a student’s 

IEP, the LEA must provide the services directly or make arrangements for those services to be 

provided through other public or private programs. 

● Education in separate facilities- The public agency responsible for the education of a student 

with a disability who is enrolled in a separate facility must ensure that the student receives 

appropriate physical education services in compliance with this section

FOLLOW-UP TO IEP DISCUSSION 

The MDT discusses and identifies any activities to complete by the next IEP meeting; schedules date(s) of 

the next IEP meeting and/or team conferences; and identifies strategies for ongoing communication 

among participants. 

Distributing the IEP and PWN 

● Parents – The IEP Coordinator gives a copy of the completed and signed IEP and PWN to the 

parents (at no cost) within 5 business days of the IEP meeting 

● School Team- The school team, including special education teacher, regular education teachers, 

related services provider, and support personnel who provide services and instruction to 

student, will have access to a copy of the IEP. Each teacher and provider is informed of his or her 

specific responsibilities related to implementing the child’s IEP, and the specific 

accommodations, modifications, and supports that must be provided for the child in accordance 

with the IEP. 
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● English Learner (EL) – Parents whose native language is not English and who cannot read or 

understand English must be given a copy of the IEP in their native language unless it is clearly 

not feasible to do so within 15 business days of the IEP meeting. 

● Other Mode of Communication – For parents who are deaf or blind or who have no written 

language skills, the mode of communication must be that normally used by the parent (such as 

sign language, Braille or oral communication). In addition, the IEP Coordinator may consider 

providing the information orally on tape. 

Storage of IEP (Confidentiality) 

After the IEP meeting, the special education point of contact ensures that all documents have been 

uploaded into the state’s data system. In addition, all originals are stored in a confidential and locked file. 

Initial IEP and Provision of Services 

Immediately upon conclusion of the IEP meeting, the IEP Coordinator takes steps for implementation, i.e., that 
special education and related services are made available to the student in accordance with his/her IEP. 

Amending the IEP 

Changes to the IEP may be made either by redrafting the entire IEP at a team meeting or by amending the 

IEP rather than by redrafting the entire IEP. A parent must be provided with a revised copy of the IEP with 

the amendments incorporated. In making changes to a child’s IEP after the annual IEP Team meeting for a 

school year, the parent and the IEP Coordinator with documented collaboration with the LEA 

representative may agree not to convene an IEP Team meeting for the purposes of making those changes, 

and instead may develop a written document to amend or modify the child’s current IEP. The agreement 

to amend the IEP must be written and signed by the parent and the IEP Coordinator prior to or on the date 

of the IEP amendment.  

Distributing Amendment 

If changes are made to the IEP, the IEP Coordinator must ensure that the IEP Team is informed of those 

changes. 

Review and Revision of IEPs General  

Each IEP Coordinator must ensure that the IEP Team reviews each student’s IEP periodically, but not less than 
annually, to determine whether annual goals are being achieved and revises the IEP, as appropriate, to address 
any lack of expected progress toward the annual goals and in the general education curriculum, if appropriate; 
the results of any reevaluation; information about the student provided to or by the parents; the student’s 
anticipated needs; or other matters.

Students Transferring into the LEA with IEPs Transfer within DC 

If a student with a disability who had an IEP in effect in DC enrolls at E.L. Haynes, the IEP Coordinator in 
consultation with the parents must offer FAPE to the student. This means E.L. Haynes must provide the 
student comparable services to those described in the student’s current IEP until the IEP Team either adopts 
the student’s IEP, or develops and implements a new IEP that meets the applicable requirements in this 
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Chapter. 

Transfer from Another State 

If a child with a disability who had an IEP that was in effect in another State enrolls at E.L. Haynes, the IEP 
Coordinator must offer the student FAPE, including services comparable to those described in the current 
IEP until EL Haynes conducts an evaluation of the student and develops, adopts, and implements a new 
IEP. If there is a dispute between the parent and the IEP Coordinator/LEA representative or designee 
regarding what constitutes comparable services, the dispute could be resolved through the dispute 
resolution procedures outline as part of the parent’s procedural safeguards. Stay-put would not apply in 
the event of a dispute (i.e., maintenance of comparable services) because the evaluation is considered an 
initial evaluation and not a reevaluation. The comparable services remain in effect until an evaluation is 
completed (if determined to be necessary by the LEA); and an IEP is developed, adopted and 
implemented, if appropriate, and parental consent would be required for this initial placement at E.L. 
Haynes. 

NOTE: The evaluation would be to determine if the student has a disability and to determine his/her 
educational needs. Therefore, the evaluation would not be a reevaluation, but would be an initial 
evaluation requiring parental consent. 

Transmittal of Records 

The IEP Coordinator must take reasonable steps to promptly obtain the parent’s consent for and 
requesting the student’s records, including the IEP and supporting documents and any other records 
relating to the provision of special education or related services from the previous LEA in which the 
student was enrolled; and where an LEA’s student enrolls in another LEA, the IEP Coordinator must take 
reasonable steps to promptly respond to the request for records from the new LEA. 
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CHAPTER 6: AUXILIARY IEP SERVICES AND SUPPORTS  

ACCESS TO INSTRUCTIONAL MATERIALS 

Purpose 

The purpose of this chapter is to help increase the availability and timely delivery of print instructional 

materials in accessible formats to blind or other persons with print disabilities in elementary and 

secondary schools. Agencies act in a timely manner in providing instructional materials if they take all 

reasonable steps to ensure that children who are blind or other persons with print disabilities have access 

to their accessible format instructional materials at the same time that students without disabilities have 

access to the instructional materials. 

Standard 

Reasonable steps include: 

● Publishers or other contractors should be required to provide instructional materials in 

accessible formats so that they are available at the beginning of the school year for children 

whom the LEA has reason to believe will be attending its schools. 

● The provision of print materials to accessible formats may, at times, occur a chapter (or other 

part) at a time. As long as this parallels the provision of material to other students, it is 

considered timely. 

These would not include LEAs withholding instructional materials from other students until instructional 

materials in accessible format are available. 

Reasonable steps must be taken to acquire instructional materials in accessible formats within 10 school 

days for children who transfer into the LEA after the start of the school year

POSITIVE BEHAVIOR SUPPORT 

Purpose 

Positive Behavior Support (PBS) is an empirically validated, function-based approach to eliminate challenging 
behaviors and replace them with pro-social skills. Use of PBS decreases the need for more intrusive or aversive 
interventions (i.e., punishment or suspension) and can lead to both systemic as well as individualized change. 

Legal Standard 

IDEA 2004 requires schools to have the primary responsibility for ensuring that positive behavior support 
programs are in accordance with this chapter, including the training of personnel for the use of specific 
procedures, methods and techniques, and for having a written policy and procedures on the use of 
positive behavior management support techniques and obtaining parental consent prior to the use of 
restraints or intrusive procedures.  

Overview 
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Positive, rather than negative, measures must form the basis of behavior support programs to ensure that 
all students and eligible young children must be free from demeaning treatment, the use of aversive 
techniques and the unreasonable use of restraints. Behavior Support Programs must include research-
based practices and techniques to develop and maintain skills that will enhance an individual student’s 
opportunity for learning and self-fulfillment. Behavior Support Programs and plans must be based on a 
functional assessment of behavior and utilize positive behavior techniques. When an intervention is 
needed to address problem behavior, the types of intervention chosen for a particular student must be the 
least intrusive necessary. The use of restraints is considered a measure of last resort, only to be used after 
other less restrictive measures, including de-escalation techniques. 

● Behavior Intervention Plan (BIP)- a plan for students with disabilities and eligible young children 
who require specific intervention to address behavior that interferes with learning. A positive 
support plan must be developed by the IEP team; be based on a functional behavioral 
assessment; and becomes part of the individual eligible young child’s or student’s IEP. Such 
plans must include methods that utilize positive reinforcement and other positive techniques to 
shape a student’s or eligible young child’s behavior, ranging from the use of positive verbal 
statements as a reward for good behavior to specific tangible rewards. Subsequent to a referral 
to law enforcement, for students with disabilities who have positive behavior support plans, an 
updated functional behavior assessment and positive behavior support plan must be completed. 

● Responsive Classroom/Developmental Designs- All of our schools use behavior models that are 
grounded in restorative justice. The elementary campus uses Responsive Classroom®, which is an 
evidence based approach to elementary school teaching that focuses on the strong link between 
academic success and social-emotional learning (SEL). Independent research found that the 
Responsive Classroom approach is associated with higher academic achievement in math and reading, 
improved school climate, and higher-quality instruction. The program incorporates social learning into 
students’ daily program; embraces E.L. Haynes’ remarkable cultural, ethnic, socio-economic, and 
linguistic diversity; emphasizes the peaceful and fair resolution of conflicts; and highlights the critical 
need for parental partnership with the school. During the Summer Institute in July 2015, all elementary 
teachers received four days of training in Responsive Classroom principles and strategies, and all new 
teachers receive the same training when they join the elementary faculty. The middle school and high 
school campuses use evidence-based Developmental Designs, which has comprehensive practices to 
integrate social and academic learning. Independent research found that students’ attendance 
increased, their positive behavior became more frequent, their academic achievement was higher, and 
the school’s overall climate increased positively. The approach is designed to meet adolescents’ needs 
for autonomy, competence, relationship, and fun. Students genuinely enjoy school. They feel 
connected, heard, empowered, and safe, and academic engagement increases. The approach uses 
developmentally appropriate practices and content; builds social-emotional skills; rigorously responds 
to rule-breaking; motivates students to achieve academically; intervenes with struggling students; 
creates inclusive learning communities; and builds a strong, healthy adult community.    

● Physical Restraint – A personal restriction that immobilizes or reduces the ability of a student to 
move his or her torso, arms, legs, or head freely. The term physical restraint does not include a 
physical escort. Physical escort means a temporary touching or holding of the hand, wrist, arm, 
shoulder, or back for the purpose of inducing a student who is acting out to walk to a safe 
location. The term physical restraint does not include hand-over-hand assistance with feeding or 
task completion and techniques prescribed by a qualified medical professional for reasons of 
safety or for therapeutic or medical treatment, as agreed to by the student’s parents and 
specified in the IEPs. Excludes such mechanical restraints as: 
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o Devices used for physical or occupational therapy; 

o Seatbelts in wheelchairs or on toilets used for balance and safety; 

o Safety harnesses in buses; and 

o Functional positioning device

Please see the Appendix for the Restraint Policy. 

Frequently Asked Questions 

● What is Classroom Management? Classroom Management is a set of principles that will help a teacher 
minimize inappropriate student behavior within his/her classroom. It includes

o Level of Classroom Structure: Will you require a classroom management plan with 
low, medium, or high structure in order for students to be successful? 

o Rules: What specific observable behaviors will define the expected behavior of 
students in your classroom? 

o Teaching Expectations: What, how, and when will you teach students about 
behaving responsibly in your classroom? 

o Monitoring: How will you monitor your classroom so you know that both you and 
your students are meeting your expectations? 

o Encouragement Procedures: How will you encourage your students to 
demonstrate appropriate behavior, and how will you let them know when they 
are doing well? 

o Correction Procedures: How will you respond to students’ inappropriate behavior 
in order to decrease these behaviors in the future? 

o Effective Instruction. 

● What is meant by a continuum of behavior support services? Each student has unique needs for 
behavior support. All students benefit from proactive school- wide supports, including clear, 
explicitly taught, and consistently applied rules and procedures in all school settings. Some 
students require additional targeted supports, including more frequent monitoring and feedback, 
increased cues and prompts, and intensified instruction. Even with school-wide and targeted 
interventions in place, a small percentage of students will require a Functional Behavior 
Assessment and Behavior Intervention Plan and may need the collaborative support of outside 
agencies or specialized related services, such as counseling. 

● What is the function of a behavior? Research tells us that the function of any behavior is to either 
get something or avoid, delay, or escape something (attention, tangible items/activities, or 
stimulation) 

● Why is it important to use preventative strategies for behaviors instead of consequences? 
Among the key reasons are the following: 
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o If you can prevent the behavior, all of the consequence activities that usually 
follow the behavior are avoided. 

o We tend to get better at the things we practice. Preventing the behavior means 
that the student is not practicing, and thus getting better at the challenging 
behavior. We repeat behaviors that work for us. When we teach and reinforce 
behaviors that we want a student to use, the student will use them because they 
work better. 

o When we focus on consequences to try to reduce behaviors, we take away a 
behavior that has been working for the student without giving her another way 
to get what she wants. If it is important enough to the student, she will find 
another behavior that we may dislike even more to meet the same need. 

o Punishing consequences tends to become less effective with use. 

● Why is it so important to collect data? In order for us to be able to design effective and 
appropriate interventions, we need to first understand a student’s behaviors. If we do not 
understand where the student is starting from, then we will not be able to determine if the 
intervention is working. We regularly collect and analyze data to make sure an intervention works 
and continues to work. If it does not, then we much change the intervention. This ongoing data 
collection and analysis is called progress monitoring. Without it, interventions are more likely to 
be ineffective and may be harmful to the student or those around him/her. 

ASSISTIVE TECHNOLOGY 

Purpose 

The purpose of assistive technology is to work around specific deficits, rather than fixing them. It helps 
people with learning differences reach their full potential and live satisfying, rewarding lives. Assistive 
technology, however, should be a part of an overall program to help individuals with learning differences. 

Legal Standard 

IDEA 2004 requires that assistive technology devices or assistive technology services, or both, as those 
terms are defined in Sections 300.5 and 300.6, respectively are made available to a student with a 
disability, if required, as a part of the student’s special education; related services; or supplementary aids 
and services.

Overview 

An assistive technology (AT) device, as defined by the IDEA 2004, refers to any item, piece of equipment, or 
product system, whether acquired commercially off the shelf, modified, or customized, that is used to increase, 
maintain, or improve the functional capabilities of a child with a disability. (While this definition covers a broad 
range of items, both low- tech and high-tech, the term does not include a medical device that is surgically 
implanted, or the replacement of such device.) 

An assistive technology service, also defined by federal law, means any service that directly assists a child 
with a disability in the selection, acquisition, or use of an assistive technology device. Such service may 
include the evaluation of AT needs, providing for acquisition of AT, selecting, or adapting AT for the 
student, coordinating AS intervention and services, including training or technical assistance for child, 
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family, and other team members to facilitate successful implementation of AT. 

For school-age students, AT devices and services are those that provide access to the general education 
curriculum and/or a means to meet IEP goals. AT devices and services may be needed for alternative 
augmentative communication (AAC), computer access, written communication, environmental control, or 
for sensory (auditory or visual) access. AT may encompass both high-tech and low-tech solutions and 
allows many students with disabilities to function effectively in the general education curriculum and to 
meet their educational goals. 

Frequently Asked Questions 

● Who is responsible for AT device and services? It is important to note that assistive devices are one of 
the special factors that should be considered in the development, review, or revision of the IEP for every 
student. While not every student with an IEP needs AT, the need for AT should be considered by all 
teams in the IEP process. The LEA is responsible for providing AT devices and services as specified on the 
IEPs. As needed, a formal assistive technology evaluation will be completed. The Director of Special 
Education should be notified if that need arises for a student.  

● How is AT documented on a student’s IEP? Specific AT devices should not be listed on the IEP/IFSP, 
instead the IEP should include statements reflecting the student’s needs and the features of the AT 
devices that will assist the student in meeting those needs. The features of the AT device may be listed 
as part of the intervention strategy, the specially designed instruction, or the means for the student to 
obtain a goal or outcome. The AT device itself is not as a goal to be accomplished. It is important to 
document how and when the student uses the assistive technology. 

● I am not sure what assistive technology would be most helpful for my student. How do I begin? 
Multidisciplinary teams should look at how a student participates in each activity or daily routine. 
Identify what the student is able to do now, and then look at what is preventing or limiting him 
from full participation. Simple, low-tech, ideas should be tried first to increase the student’s 
participation. When low-tech devices do not sufficiently allow full participation in an activity or 
routine, the team should determine what high-tech AT devices will allow the student to 
participate. 

● I can understand my child but most people cannot. Does he or she need a communication 
device? If a student has a significant communication impairment that prevents speech from 
developing normally, consideration should be given to the use of AAC. Becoming an effective 
communicator allows the student to expand his or her relationships and share information with 
others. The use of AAC may help prevent or decrease frustration and associated behavior 
problems while natural speech skills are developing. 

● If a student begins to use AAC, will that keep him or her from learning to talk? Should I wait to 
be sure that he or she really will need it? Do not wait! Research has shown that the use of a 
language board or other AAC device or system (e.g., sign language) does not interfere with the 
development of speech. In fact, the use of AAC actually may result in an improvement in speech. 
Also, devices that have vocal output (that is, they produce a spoken message) provide a consistent 
speech model for the student to imitate and may help him/her to learn to say words more clearly. 

● Once it is determined that a particular device(s) is appropriate for a student, how is that device 
purchased? Who pays for the device? If included on the IEP/IFSP, AT must be provided at no cost 
to the family. In some instances, however, the team may be interested in exploring ways to fund 



 

55 

the device by other sources. For further information on alternate funding sources such as medical 
assistance, private insurance, charitable or private sources of funding, family-driven funds, or 
other community or state funding possibilities. 

● What is Augmentative and Alternative Communication? Augmentative and Alternative Communication 
(AAC) refers to any device, system or method that improves the ability of a student with communication 
impairment to communicate effectively. AAC may be used to describe communication devices such as 
communication boards, voice output devices, or communication systems such as sign language. AAC can 
also include the use of facial expressions, vocalizations, or gestures. AAC is considered when a student 
does not develop communication in a typical fashion or experiences a significant delay in language 
development. An AAC device is not merely a substitute for how the student is currently communicating. 
Ideally, an AAC system includes more than one mode of communication and it often includes the use of 
some natural speech. 

TRANSPORTATION 

It is the responsibility of the IEP Team to determine, on an individual basis, whether transportation is required 
to assist a student with a disability with accessing special education and related services, and if so, how the 
transportation services should be implemented. The intent behind special education transportation services is 
to ensure that children with disabilities receive transportation when it is necessary to enable the child to receive 
FAPE. It is inappropriate for IEP Teams to designate special education transportation services for the primary 
purpose of facilitating daily attendance or mitigating the increased distance between a student’s residence and 
a school location which results from nonFAPE related parent choice/enrollment decisions. OSSE has established 
the following eligibility categories that IEP Teams shall use in making special education transportation eligibility 
determinations and supporting related services designations. An IEP Team shall find that a student meets the 
requirements under at least one eligibility category before determining that the student is eligible to receive 
special education transportation services. LEAs have the duty to reevaluate and document a student’s changing 
needs over time.2 Therefore, the IEP Team shall review and determine a student’s need for special education 
transportation at least once annually as part of the IEP process. 

● Eligibility Category 1: Medically Fragile Students (MFS) Requiring Transportation to Access FAPE 

● Eligibility Category 2: Students Requiring Structured Transportation Supports (STS) to Access FAPE 

● Eligibility Category 3: Students Accessing Specialized Program (ASP) to Access FAPE 

The IEP team will discuss whether students require transportation due to their disability, complete a worksheet 
for the appropriate category, and finalize the IEP indicating whether a student qualifies or not. If the student 
qualifies, the school will submit a transportation request to the Department of Transportation.  DOT routes the 
student and contacts the parent with pickup and drop-off information.  

Parent’s can review OSSE’s transportation policy located here for more information.  

Parents must contact the school’s special education point of contact or transportation point of contact (see 
Appendix) when the address or schedule for drop-off or pick-up changes or when there are issues with 
transportation (i.e. tardiness due to bus late arrival, absences due to bus schedules, or safety concerns.  

 

 

https://osse.dc.gov/sites/default/files/dc/sites/osse/publication/attachments/OSSE%20Transportation%20PolicyV07292014.pdf%20)%20or%20OSSE%E2%80%99s%20Department%20of%20Transportation%E2%80%99s%20Parent%20Handbook%20here%20(https:/osse.dc.gov/sites/default/files/dc/sites/osse/publication/attachments/Parent%20HandBook_Interactive_03.11.14_10AM.pdf
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CHAPTER 7:  PRIOR WRITTEN NOTICE (PWN) 
 

Education Agency (LEA) for the child’s educational program and other actions taken by the LEA. 

 
Required Communication 

E.L. Haynes must provide the student’s parent with prior written notice each time it proposes or refuses to 

initiate or change the identification, evaluation, or educational placement/location of services of a child or 

the provision of a free appropriate public education (FAPE) to a student. Specifically, a PWN is required in 

the following circumstances: 

● At the conclusion of the initial IEP 

● At the conclusion of each subsequent IEP meeting 

● When EL Haynes proposes or refuses to conduct an evaluation 

● When an Evaluation Team determines that a student does not have a disability, establishes a 
disability, changes the type of disability or upon consideration of additional data does not change 
the type of disability 

● When an IEP Team agrees or refuses to change the student’s IEP and/or placement; 

● When EL Haynes proposes to change a student’s location of services; 

● When an IEP Team conducts a manifestation determination; 

● When a student is referred to an interim alternative education setting or approved private school; 

● When a student no longer requires special education services; and 

● When a student graduates from high school 

PWN General Requirements 

The notice must be written in language understandable to the general public; and provided in the native 
language of or other mode of communication used by the parent, unless it is clearly not feasible to do so. 

Language Not Written 

If the native language or other mode of communication of the parent is not a written language, the IEP 
Coordinator must take steps to ensure that the notice is translated orally or by other means in the parent’s 
native language; the parent understands the content of the notice; and there is written evidence that the 
requirements have been met. 
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Other Mode of Communication 

For parents who are deaf or blind or who have no written language skills, the mode of communication 
must be that normally used by the parent (such as sign language, Braille, or oral communication).

Contents 

● A description of the action proposed or refused by the school 

● An explanation of why the school proposes or refuses to take the action 

● A description of each evaluation procedure, assessment, test, record, or report the school uses as 
a basis for the proposed or refused action 

● A statement that the parents of a child with a disability have protection under procedural 
safeguards and, if the notice is not an initial referral for evaluation, the means by which a copy of 
the description to the procedural safeguards can be obtained 

● Sources for parents to contact to obtain assistance in understanding these provisions 

● A description of other options the IEP Team considered and the reasons why those options were 
rejected 

● A description of any other factors which are relevant to the school’s proposal or refusal 

Notice Regarding Eligibility and IEP Meetings 

Purpose of Notice 

The IEP Coordinator is responsible for taking steps to ensure that one or both of the student’s parents are 
present at each IEP Team meeting or afforded the opportunity to participate, including notifying parents of 
the meeting early enough to ensure that they will have an opportunity to attend; and scheduling the 
meeting at a mutually agreed time and place. If a parent indicates that the proposed meeting date or time 
is inconvenient, the IEP Coordinator must make reasonable efforts to accommodate the parent’s schedule. 

Notice Contents (Invitation to Participate Form) 

The contents of the Invitation to Participate indicate the purpose, time, and location of the meeting and 
who will be in attendance. It also informs the parents of the participation of other IEP Team members who 
have knowledge or special expertise about the child. 

Transition Goals and Services – For a student with a disability, beginning with the first IEP to be in effect 
when (s)he turns 14 years of age (or younger if determined appropriate  by the IEP Team), the Invitation to 
Participate indicates one purpose of the meeting to consider postsecondary goals and transition services; 
the student; and identifies any other agency that will be invited to send a representative. 

Other Methods for Parent Participation 

If neither parent can attend an IEP Team meeting, the IEP Coordinator should document other means s/he 
offered to the parent to participate, such as individual or conference telephone calls. 

Conducting an IEP Team Meeting without a Parent in Attendance 
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A meeting may be conducted without a parent in attendance if the IEP Coordinator is unable to convince 
the parents that they should attend. In this case, the IEP Coordinator must document at least 3 
documented attempts using at least 2 different modalities to arrange a mutually agreed on time and place, 
such as detailed records of telephone calls made or attempted and the results of those calls; copies of 
correspondence mailed to the parents, including documentation through certified mail (addressee only, 
return receipt requested) and any responses received; and detailed records of visits made to the parent’s 
home or place of employment and the results of those visits. 

CONSENT  

Parental Consent for Initial Evaluations 

Parental consent is required prior to conducting an initial evaluation to determine if a student is eligible for 

special education services The IEP Coordinator must make reasonable efforts to obtain informed consent 

from the parent for an initial evaluation. If the parent refuses to consent to the initial evaluation, the 

school may, but is not required to, pursue the reevaluation by requesting a due process hearing. 

For initial evaluations only, if the student is a ward of the State and is not residing with his/her parents, the 

IEP Coordinator is not required to obtain informed consent from the parents for an initial evaluation to 

determine whether the child is a child with a disability if a surrogate parent has not yet been appointed; 

despite reasonable efforts to do so, the IEP Coordinator cannot discover the whereabouts of the student’s 

parent; the rights of the student’s parents have been terminated in accordance with State law; or consent 

for an initial evaluation has been given by an individual appointed by a judge to represent the student. In 

this case, the IEP Coordinator must contact and consult with the Director of Special Education. 

Parental Consent for Reevaluations 

The parent must provide informed consent consistent with the above standards prior to conducting any 

reevaluation. If the parent refuses to consent to the reevaluation, the school may, but is not required to, 

pursue the reevaluation by requesting a due process hearing. 

Informed parental consent is not required if the IEP Coordinator demonstrates that (s)he has made 

reasonable efforts to obtain such consent and the parent was unresponsive. 

 

Parent Refusal or Failure to Consent to an Evaluation/Reevaluation 

If a student’s parent does not provide consent for an evaluation, or the parent fails to respond to a request 
to provide consent, the IEP Coordinator may, but is not required, to pursue the initial evaluation by 
requesting a due process hearing. In this case, the IEP Coordinator shall consult with the Senior Director of 
Student Support Services. A decision not to pursue the evaluation does not violate the district’s child find 
or evaluation obligations. The IEP Coordinator does not have to convene an IEP meeting. If the parent does 
not consent to an initial evaluation, the LEA will not be deemed to have knowledge of the student’s 
disability with respect to the application of procedural safeguards for suspensions and expulsions. 

Parental Consent Not Required 

● Existing Data – Reviewing existing data as part of an evaluation or a reevaluation. 
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● Universal Test – Administering a test or other evaluation that is administered to all children unless, 
before administration of that test or evaluation, consent is required of parents of all children. 

● Screening – Screening of a student by a teacher or specialist to determine appropriate instructional 
strategies for curriculum implementation is not considered to be an evaluation for eligibility for special 
education and related services; therefore, parental consent is not required in this instance. 

Consent Is Required Prior to Initial Provision of Special Education and Related Services 

The consent for an initial evaluation cannot be construed as consent for the initial provision of special 
education and related services. If the student’s parent refuses to consent to the initial provision of special 
education and related services, or the parent fails to respond to a request to provide consent for the initial 
provision of special education and related services, the LEA will not be considered to be in violation of the 
requirement to make available a free appropriate public education to the student for the failure to provide 
the special education and related services related to the requested consent. 

The IEP Team is not required to meet or develop an IEP for the special education and related services for 
which the consent was requested. The LEA will not be deemed to have knowledge of the student’s 
disability with respect to the application of procedural safeguards for suspensions and expulsions. 

Requirements for Consent 

● The IEP Coordinator must inform the parent of all information relevant to the activity for which 
consent is sought, in his/her native language or other mode of communication 

● The parent understands and agrees in writing to the carrying out of the activity for which his/her 
consent is sought

● The consent describes the activity and lists any records that will be released and to whom 

● The parent understands that his/her consent is voluntary and may be revoked at any time 

● The school cannot use a parent’s refusal to consent to one service or activity under to deny the 
parent or child any other service, benefit, or activity of the LEA, except as otherwise required in 
this section 
 

Revocation of Parent Consent 

● Not Retroactive. A parent may revoke consent at any time for any action for which (s)he 
provided consent. If a parent revokes consent, that revocation is effective immediately and is 
not retroactive (i.e., it does not negate an action that has occurred after the consent was given 
and before the consent was revoked). 

● Not Required to Request Due Process Hearing. If the parent revokes consent for an evaluation 
or reevaluation, the administrator, in consultation with the Director of Special Education may, 
but is not required, to request a due process hearing to support the need for an evaluation. Staff 
may not proceed with a (re)evaluation during the hearing process. 
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CHAPTER 8: DISPUTE RESOLUTION 

PURPOSE 

This chapter provides guidance on how to proceed when parents and the LEA need to resolve disputes 

concerning the identification, evaluation, educational placement, or the provision of a free appropriate 

public education (FAPE) for students with disabilities and children with disabilities served by the early 

intervention system. 

RESOLUTION OF DISPUTES 

When disputes arise between the parent and LEA staff, the formal systems described below are available 

to assist in resolving the dispute. E.L. Haynes aims to resolve issues proactively with students and families. 

However, if we are not able to come to an agreement parents and E.L. Haynes have a variety of means to 

resolve disputes, including MDT meetings, mediation, and due process.  

 
Mediation: General Requirements 

A parent of a child with a disability or the LEA may request mediation when there is a dispute 

about any matter related to the eligibility, identification, evaluation, or educational placement, or the provision 
of FAPE to a child. 

● The request for mediation shall be voluntary on the part of the parties. 

● The request for mediation may not be used to deny or delay a parent rights to due process in 
accordance with 20 U.S.C § 1415(f).3028.4 

● Mediation shall be conducted by a qualified and impartial mediator who is trained in effective 
mediation techniques and special education law 

● A request to initiate mediation shall be made in writing to the Office of the State Superintendent 
of Education (OSSE) using the forms found here  

● A mediation session shall be scheduled in a timely manner and shall be held in a location that is 
convenient to the parties of the dispute 

http://osse.dc.gov/service/request-due-process-hearing.
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● An agreement reached by the parties to the dispute in the mediation shall be set forth in a 
written mediation agreement. 

● Discussions that occur during mediation shall be confidential and may not be used as evidence 
in any subsequent due process hearings or civil proceeding. 

● The parties to the mediation may be required to sign a confidentiality pledge before the 
commencement of the process. 

Impartial Due Process Hearings 

A parent of a child or the LEA has the right to initiate a hearing, when there is a dispute about the 
eligibility, identification, evaluation, educational placement, or the provision of FAPE to a child with a 
disability, in accordance with 20 U.S.C. § 1415 (f). 

A request to initiate a due process hearing shall be made in writing using the forms and process defined by 
the State Hearing Office, found here. A parent request for a due process hearing must include the 
following: 

● The name of the child 

● The address of the residence of the child. In the case of a child who is a ward of the District of 
Columbia, the request shall so state, provided, that a child who is a ward of the District shall be 
listed “c/o Child and Family Services” 

● The name of the school the child is attending 

● A description of the nature of the child's problem relating to the proposed or refused initiation 
or change, including facts relating to the problem; and 

● A proposed resolution to the problem to the extent known and available to the parents at the 
time 

● Basis of Due Process Hearing Request 

o Parents – A parent may initiate a due process hearing regarding the School District’s 
proposal or refusal to initiate or change the identification, evaluation, or educational 
placement of a student, the provision of FAPE, or for issues related to disciplinary 
behavior (i.e., decisions related to a manifestation determination, educational services 
in and location of an interim alternative educational setting). 

o LEA – The LEA staff may initiate a hearing relating to the identification, evaluation, or 
educational placement of the child or the provision of FAPE to the child. Examples of 
instances where EL Haynes may request a hearing include when the parent refuses to 
grant permission for an initial evaluation (either by failing to return the Permission to 
Evaluate/Re-Evaluate form, refusing to sign it or by returning it disapproved) and the 
school determines that the evaluation is necessary for the student to receive an 
appropriate educational program; when an administrator/designee refuses a parent’s 
request for an independent evaluation to show that the LEA’s evaluation is appropriate; 
etc.. The LEA may not initiate a due process hearing because a parent refuses to give 
consent for the initial provision of special education services. 

http://osse.dc.gov/service/request-due-process-%20hearing
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PARENTS RIGHTS PERTAINING TO EDUCATIONAL RECORDS 

● Inspection of Records: The LEA must permit parents to inspect and review all educational records 
relating to his/her child with respect to the identification, evaluation, and educational placement of the 
child, and the provision of FAPE to the child, which are collected, maintained, or used by the LEA. 

● Timeframes: The LEA must comply with a request without unnecessary delay and before any meeting 
regarding an IEP or hearing relating to the identification, evaluation, or placement or the child, and in no 
case more than 45 calendar days after the request has been made. 

● Rights: The parent’s right to inspect and review education records under this section includes: 

○ Inspect and Review- The right to have a representative inspect and review the records 

○ Copies- The right to request that the LEA provide copies of the records containing the 
information if the parent indicates s/he would not be able to effectively inspect and review 
the records at the school. 

○ Request Corrections- The right to request, in writing, that the LEA correct information that 
the parent believes is incorrect. The request must be addressed to the Director of Special 
Education and contain information about the alleged error and why the parent believes 
the information should be removed or replaced. 

○ Presumed Parental Authority- The LEA may presume that the parent has the authority to 
inspect and review records relating to his/her child unless the LEA has been advised that 
the parent does not have the authority under applicable State law governing such matter 
as guardianship, separation and divorce. 

○ Log Record Access- The administrator or administrator’s designee must keep a log and 
record the name of those individual obtaining access to the education records, including 
the name of the individual, the date access was given, and the purpose of the review. 
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CHAPTER 9: DISCIPLINE OF STUDENTS WITH DISABILITIES 
 

PURPOSE 

E.L. Haynes is committed to a thoughtful, fair, transparent, and timely discipline process that honors our 
commitment to restorative practices and our commitment to the safety, support and well-being of our 
community. The E.L. Haynes community is based on our mission that all students, of every race, 
socioeconomic status, and home language will be prepared for the college of their choice. 

OVERVIEW OF DISCIPLINE PRACTICES AND PROCEDURES 

Discipline at Haynes is on a continuum where, based on the severity and frequency of the behavior, 
interventions begin with proactive interventions and increase to intensive interventions. All interventions 
and consequences need to be: 1) Relevant (related to the issue), 2) Realistic (doable and productive), and 
3) Respectful (without sarcasm or an “edge”). Depending on the nature of the action and/or referral, may 
include, but are not limited to: 

Proactive Interventions 
● Non-Verbal Cues 
● Positive Group Correction 
● Anonymous Individual Correction 
● Private Individual Correction 
● Lightening Quick Public Correction 
● Issue Affective Statements 
● Ask Affective Questions 
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● Remodel Routines 
● Restorative Circle for Entire Class 
● Loss of Privileges 
● Fix It or Redo It 
● Quick Impromptu Conference Inside Classroom 
● Quick Problem Solving Conference 

Outside the Classroom 
● TAB (Take a Break) 
● TAB OUT (take a Break Outside the 

Classroom) 
● Fix the Problem or Redo 
● Parent Phone Call  

 
Responsive Interventions 

● Grade in Class Effected 
● Quick Problem Solving Conference 

with Dean of Culture 
● Infinite Campus Log 
● Mediation/Restorative Conference 

with Student, Teacher, Dean of Culture 
● Parent Meeting 
● Parent Shadow Day 
● Youth Peer Court 
● Wellness Referral and/or Assessment 
● Student Reflection or Project 
● Exclusion from Class 
● Problem Solving Meeting/ Circle with Entire Class 
● Conspiracy of Care Meeting 

 
Intensive Interventions 

● Lunch Reflection 
● Before or After School Detention 

with Teacher 
● Formal Conference 
● Student Judicial Committee Hearing 
● Suspension 
● Family Group Conferencing Meeting 
● Expulsion Hearing 

  
For more information on E.L. Haynes’ general discipline policies, review that Student and Family Handbook for 
your students’ school.    

Special Considerations for Suspending/Expelling Students with Disabilities 

E.L. Haynes may decide to suspend or expel a student after determining that their behavior willfully caused, 
attempted to cause, or threatened to cause physical harm and/or emotional distress to another person. [AS1] 
However, there are special considerations and extra legal protections for students with disabilities that E.L. 
Haynes must follow, specifically when a consequence results in a change in placement. 

Removal for 10 or fewer school days in a school year 

https://www.elhaynes.org/school-policies
https://www.elhaynes.org/school-policies
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Students with disabilities can be suspended for up to 10 consecutive or cumulative school days in a year to the 
same extent that suspension is used for general education students. The school is not required to provide 
services for the first 10 days in a school year that the student is suspended unless such services are provided to 
general education students. 

Removal for more than 10 cumulative school days when the student’s behavior does not represent a pattern  

Students who are suspended for more than 10 school days in a school year must continue to receive educational 
services while on suspension to enable them to continue to participate in the general education curriculum, 
although in another setting, and to progress toward meeting their IEP goals. Students with disabilities who are 
suspended for more than 10 days in a school year must also receive, as appropriate, a functional behavior 
assessment and behavior intervention services and modifications to address the behavior violation so that it 
does not recur. 

Removal for more than 10 consecutive school days or 10 cumulative schools days when the behavior 
represents a pattern that constitutes a change in placement 

A “change in placement” is a legal term that applies to the following situations: 

● A suspension or expulsion for more than 10 consecutive schools days.  
● Suspensions that total more than 10 cumulative school days in a school year may be a chance in 

placement if the suspensions constitute a pattern. A pattern may be found if the child's behavior is 
substantially similar to the child's behavior in previous incidents that resulted in the series of 
suspensions and based on additional factors such as the length of each suspension, the total 
amount of time the child has been suspended, and the proximity of the suspensions to one 
another. Note: If a student has transportation provided through their IEP, bus suspensions are also 
included in this definition. 
 

A disciplinary change in placement requires a manifestation determination to be made by the IEP team. 
The following is required under these circumstances: 
 
Parent Notification - the parent/ guardian must be notified of the disciplinary action to be taken and informed 
of the procedural safeguards on the day the decision to take disciplinary action was made. 

Manifestation Determination - an IEP team meeting must be convened within 10 school days to determine 
whether the student’s behavior was a manifestation of his/her disability. 

Review of Behavior Intervention Plan - If the behavior is a manifestation of the students’ disability, the IEP team 
will discuss whether to conduct a functional behavior assessment and develop a behavior intervention plan for 
the student or review the student’s current behavior intervention plan and modify it as necessary. 

Students who are suspended for more than 10 cumulative school days in a school year must continue to receive 
educational services while on suspension to enable them to continue to participate in the general education 
curriculum, although in another setting, and to progress toward meeting their IEP goals. 

Manifestation Determination 

If a consequence is considered a change in placement, the school team must advise parents in writing, provide a 
copy of IDEA Procedural Safeguards, and hold a Manifestation Determination meeting. The Manifestation 
Determination meeting reviews two issues: 
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● Was the student’s misconduct caused by or directly and substantially related to the student’s disability? 
● Was the student’s misconduct a direct result of the school’s failure to follow the child’s IEP? 

 
If it is determined that the student’s behavior was a manifestation of his or her disability, then the student 
must return to E.L. Haynes unless the parent and E.L. Haynes agree otherwise. At any time the IEP team, with 
parent consent, may change the student’s placement. 

NOTE: There are special circumstances where a student with disability can be removed from E.L. Haynes for up 
to 45 school days without regard to whether their behavior was determined to be a manifestation of their 
disability, which are discussed in the next section. 

If it is determined that the student’s behavior was not a manifestation of the student’s disability, the same 
disciplinary procedures applicable to a student without a disability, including long-term suspension or expulsion 
may be applied to the student with a disability. Students who are suspended for more than 10 school days in a 
school year must continue to receive educational services while on suspension to enable them to continue to 
participate in the general education curriculum, although in another setting, and to progress toward meeting 
their IEP goals. 

Hearing Officer 

If maintaining a student with a disability in his or her current placement is substantially likely to result in injury 
to the student or to others, the Senior Director of Student Support Services may request a hearing officer to 
order placement in an alternative setting for up to 45 school days. Dangerousness may exist even if there is no 
clear violation of the E.L. Haynes discipline policy; it is a consideration based on serious safety concerns for the 
student and/or the school community. 

In this case, the school is required to provide services for a student with a disability to enable them to continue 
to participate in the general education curriculum, although in another setting, and to progress toward meeting 
their IEP goals. 

Student Not Yet Found Eligible 

A student who has not yet been determined to be eligible for special education and related services and who 
has engaged in behavior that violated a code of student conduct, may be entitled to a manifestation 
determination meeting if the school had knowledge that the student was suspected to be a student with a 
disability before the behavior that precipitated the disciplinary action occurred (34 CFR 300.534(a)). 

The school shall be deemed to have knowledge that a student is a student with a disability if before the 
behavior that precipitated the disciplinary action occurred, one or more of the following took place: 

● The parent of the student expressed concern in writing to administrative or E.L. Haynes instructional 
personnel that the student is in need of special education and related services. 

● The parent of the student requested an evaluation of the student 
● The teacher of the student, or other E.L. Haynes personnel, expressed specific concerns about a pattern 

of behavior demonstrated by the child directly to the director of special education or other school 
administrators. 

● The eligibility process has already started for a 504/IDEA 
 

The school will not be required to follow the special education discipline procedures for the student if: 
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● The parent has not allowed an evaluation of the child or has refused services; or 
● The child has been evaluated and determined to not be a child with a disability. 

Emergency Circumstances Involving School Safety: Weapons, Drugs or Serious Injury 

If a student: uses or possesses illegal drugs; sells or solicits the sale of  a controlled substance; carries a 
weapon to or possesses a weapon at ; or causes serious bodily injury to another, either at school or during 
a school related activity, the school may immediately remove the student for up to 45 school days to an 
alternative setting. Serious bodily injury must involve substantial risk of death; extreme physical pain; 
protracted and obvious disfigurement; or protracted loss or impairment of the function of a bodily 
member, organ, or mental faculty. 

Because drugs, weapons and serious bodily injury are so dangerous to a safe school climate, a school may 
remove a student under these circumstances for 45 school days even if the team believes that the 
behavior is a manifestation of the student’s disability. Within 10 school days of the decision, an IEP team 
meeting must be convened to determine what services the student should be provided in the interim 
alternative educational setting. The IEP team must also determine if the student’s behavior is a 
manifestation if his/her disability... If the school determines that the conduct is a manifestation, the school 
may have the child re-evaluated, create or revise an existing behavior plan, or hold an IEP meeting to 
consider a more intensive special education placement upon the expiration of the 45-day alternative 
placement or sooner. If all team members determine that the conduct was not a manifestation of the 
student’s disability, then the 45 school day emergency placement may proceed to a disciplinary 
proceeding afforded to all students. 

Notice to Parents 

Any time a student with an IEP is removed to an alternative or remedial disciplinary setting, the parent 
must be given a PWN stating this decision and a copy of the procedural safeguards. 
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CHAPTER 10: Section 504 of the Rehabilitation Act of 1973 (29 U.S.C.A. §794) 
 
Purpose 
This Chapter provides schools with procedures to respond to the needs of students with mental or physical 
impairments that substantially limit one or more major life activities and who are not eligible for special 
education services under the IDEA. 
 
Legal Standard 
Section 504 of the Federal Rehabilitation Act of 1973 and its implementing regulations, 
34 Code of Federal Regulation Part 104 prohibit discrimination and require the LEA to provide a free 
appropriate public education to identified students with disabilities to participate in and benefit from its 
education programs and activities.  E.L. Haynes must provide each identified Student enrolled in the 
school, without cost to the student or family, those related aids, services or accommodations which are 
needed to afford the student equal opportunity to participate in and obtain the benefits of the school 
program and extracurricular activities without discrimination and to the maximum extent appropriate to 
the student's ability. 
 
Eligibility Criteria 
Under Section 504, a student eligible for FAPE is any student who has a physical or mental impairment that 
substantially limits one or more major life activity. 
 
What is a Physical or Mental Impairment? 

● Any physiological disorder or condition, cosmetic disfigurement, or anatomical loss affecting one or 
more of the body systems – neurological; musculoskeletal; special sense organs; respiratory, including 
speech organs; cardiovascular, reproductive, digestive, genitor-urinary; hemic and lymphatic; skin and 
endocrine.  

○ This definition includes such diseases and condition as orthopedic, visual, speech and hearing 
impediments, cerebral palsy, epilepsy, muscular dystrophy, multiple sclerosis, cancer, heart 
disease, diabetes, attention deficit disorder (ADD), acquired immune deficiency syndrome 
(AIDS), and human immune deficiency virus (HIV+) 

● Any mental or psychological disorder such as but not limited to mental retardation, organic brain 
syndrome, emotional or mental illness, and specific learning disabilities. 

 
What is the meaning of Substantial Limitation? 
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The term “substantially limits” is not explicitly defined by Section 504.  However, the following should be 
considered when determining if a student is substantially limited in performing a major life activity: 
 

● In order to meet this standard, the student must be unable to perform a major life activity that the 
student’s average peers can perform OR, the student must be restricted to a substantial degree as to 
the condition, manner, or duration under which the major life activity is performed by the student’s 
average peers. 

● An impairment need not prevent or severely or significantly limit a major life activity to be considered 
“substantially limiting.”  Nonetheless, not every impairment will be substantially limiting. 

● The term “substantially limits” should be construed broadly and determination of substantial limitation 
should not require an extensive analysis. 

● The determination of whether an impairment substantially limits a major life activity requires an 
individualized assessment. 

 
Episodic or in Remission:  An impairment that is episodic or in remission is a disability if it would substantially 
limit a major life activity when active.   
 
Mitigating measures: The “substantially limits” determination must be made without regard to any ameliorative 
effects of mitigating measures.  The team must make a Section 504 determination based upon the student’s 
disability as it presents itself without the mitigating measures.  Mitigating measures included but are not limited 
to: 

● medication, medical supplies, equipment, or appliances, low-vision devices (which do not include 
ordinary eyeglasses or contact lenses), prosthetics including limbs and devices, hearing aids and 
cochlear implants or other implantable hearing devices, mobility devices, or oxygen therapy equipment 
and supplies; 

● use of assistive technology; 
● reasonable accommodations or auxiliary aids or services; or 
● learned behavioral or adaptive neurological modifications. 

 
What are Major Life Activities? 
Major life activities include, but are not limited to, activities such as caring for oneself, performing manual tasks, 
seeing, hearing, eating, sleeping, walking, standing, lifting, bending, speaking, breathing, learning, reading, 
concentrating, thinking, communicating and working.  
 
Major life activities may also include the operation of a major bodily function, including, but not limited to, 
functions of the immune system, normal cell growth, digestive, bowel, bladder, neurological, brain, respiratory, 
circulatory, endocrine, and reproductive functions. 
 
Section 504 Coverage 
While IDEA only covers students with disabilities that require special education services, Section 504 is 
broader in scope and covers any student that meets its disability definition, including those who do not 
need special education services and require only accommodations or supplementary aids and services. For 
example, a student may have diabetes and not require any specific special education services but the 
diabetes substantially limits a life activity and needs substantial attention from a variety of school staff 
throughout the day. Such a student would not be covered under IDEA but would be under Section 504 and 
entitled to a Section 504 Plan. 
 
Annual Notice 



 

70 

On or before the first day of a school year, E.L. Haynes informs parents of enrolled students that the 
District does not discriminate against Students on this basis of disability. The notice may be included in a 
document reasonably expected to reach the parents of students enrolled in EL Haynes, such as brochures 
and the E.L. Haynes Family Handbook. 
 
Procedures for Determining Eligibility  
Section 504 contains a child find requirement that requires school districts to “undertake to identify and 
locate every qualified [individual with a disability] residing in [its] jurisdiction.”  As such, school districts 
must conduct an evaluation of students “who, because of a handicap, need or are believed to need special 
education and related services.” 
 
Referral 

● Written Request – E.L. Haynes staff, parents, and/or AS3 Team members may submit a written 
request for an evaluation of a student to determine if the student qualifies as a student with a 
disability under Section 504 and if the student is entitled to services. All written requests should 
be forwarded to the Section 504 point of contact at each school. 

● Oral – If the parent makes the request orally, school staff must advise the parent to document 
the request in writing and assist the parent in writing the request if necessary. The written 
request should be forwarded to the Section 504 point of contact. 

● Provide Background Information – Whenever possible, the parent’s written request should 
state the specific reason the parent believes the student has a disability, and the specific aids, 
services or accommodations the parents believe the student needs. 
 

For students who are identified and referred for possible evaluation under Section 504, a review of the 
student’s records, including medical, academic and behavioral records, will be conducted by the school 
team to determine whether an evaluation is warranted.  Any student who has or is believed to have a 
disability special education or related aids or services to participate in or benefit from the education 
program should be referred for an evaluation. 

 
Identification and referral procedures: 

● Any student who is suspected of having a disability may be referred by a parent, teacher, or other 
school employee. 

● The school team will review the referral and determine whether to proceed with an evaluation. 
The school team will be composed of persons knowledgeable about the student, the student’s 
history, and the student’s individual needs. 

● The school team will consider the referral and, based upon a review of the student’s existing 
records, including medical, academic, social and behavioral records, make a decision as to whether 
a referral for an evaluation is warranted. 

 
Notice related to School District Referral for Evaluation 
E.L. Haynes must notify parents in writing if the school initiates or declines to initiate an evaluation. If the school 
determines that an evaluation is warranted, EL Haynes will inform the parent or guardian of this decision and 
request consent to evaluate the student. The parent or guardian will also be provided with a copy of the Notice 
of Parental Rights. 
 
If a parent’s request for an evaluation is denied, EL Haynes will inform the parent or guardian of this decision. 
The parent or guardian will also be provided with a copy of the Notice of Parental Rights. 
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Native Language or Mode of Communication. The School District’s notice to the parents shall be in the 
parents’ native language or mode of communication. 

 
Response to Referral 

● Case Manager Appointment. When a request for eligibility is made, the Section 504 point of 
contact  (or designee) appoints themselves or appropriate staff as a Case Manager. 

● Case Manager Selection Criteria. The Case Manager must be knowledgeable about the student, 
the meaning of evaluation data, and accommodation options. 

● Members of the Section 504 Team. The Case Manager brings together a multidisciplinary group 
that includes: 

o Case Manager; 
o Parent; 
o Administrator or his/her designee, if different than case manager; 
o Certified School Nurse, as appropriate; 
o General Education teacher 
o If appropriate, the Case Manager will consider designating or including the student’s 

AS3 Team as the student’s Planning Team. 
o The Planning Team may also include other members of the school staff appropriate to 

plan and implement accommodations (for example, counselor; teachers; school 
psychologist, occupational therapist, physical therapist, transportation and equipment 
experts and other professionals with relevant expertise, as appropriate). 

● Time Frame of Response. The Case Manager must respond to the written request for consideration for 
Section 504 as soon as possible, but no later than 30 school days. A meeting to determine eligibility will 
be as soon as possible, but no later than 45 school days after consent is received.  

● Evaluation of Response. The Planning Team evaluates the information submitted by the parent, 
information collected by school staff, and meets to determine Section 504 eligibility. After the meeting, 
the parent will receive documentation of the eligibility determination along with meeting notes.  

 
Evaluation Process 

● Information from Parent. If upon evaluation of the information submitted by the parents, the 
Case Manager determines that the Planning Team needs additional information before it can 
make a specific recommendation concerning the parent’s request, the LEA shall ask the parents 
to provide additional medical records and grant the LEA permission to evaluate the student. This 
information may include physical and behavioral health information from the student’s treating 
physician and/or other health care providers. 

● Information from Other Individuals. If another individual has possession of the information the 
parent may agree to obtain the information and provide it to the Case Manager or the parent 
may sign a Consent of Release of Information form to enable the Case Manager to obtain a copy 
of the information. 

● Information from District Evaluation 
o Notice of Evaluation Components. If the LEA needs to conduct an evaluation to 

supplement any information provided by the parent or from other sources, the Case 
Manager notifies the parent about the procedures and types of tests the LEA proposes 
to use to evaluate the student. As appropriate, the Planning Team may ask for 
evaluations by teachers, school psychologist, occupational or physical therapist, etc. 
Prior to such evaluations, parental consent is required. 

o Request for Informed Parental Consent. Along with the description of the evaluation, 
the Case Manager provides the parent with a Protected Handicapped Students Consent 
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to Evaluate. The documents must notify the parent that s/he has the right to give or 
withhold written consent to these evaluations. 

o Parental consent is not required before reviewing existing data as part of an evaluation 
or a reevaluation; administering a test or other evaluation that is administered to all 
children unless before administration of that test or evaluation consent is required of 
parents of all children; and screening of a student by a teacher or specialist to 
determine appropriate instructional strategies for curriculum implementation is not 
considered to be an evaluation for eligibility for special education and related services; 
therefore, parental consent is not required in this instance. 

o Parent Refusal to Sign Consent for the Evaluation or for Release of Information. Notify 
the Director of Special Education. Arrange an informal conference with a School District 
representative (administrator, administrator’s designee, or other qualified 
representative) and parent to attempt to amicably resolve the dispute. Whenever 
possible include the administrator or administrator’s designee in the informal 
conference. 

o Review of Evaluation Data. As appropriate, the Case Manager asks staff to review the 
evaluation data. For example, the School Nurse would review all information obtained 
from health care providers and conduct a nursing assessment of the student’s health 
history and current health status, including mandated screenings. 

 
Determining Eligibility 
The Section 504 Team meets to determine if the student meets the criteria as a student with a disability as 
described above. If the student is not eligible, the Case Manager gives the parent written notice of this 
determination and of his/her procedural rights. If the student is eligible for services, the Team continues to 
develop the Section 504 plan. 
 
Developing the Section 504 Plan  
Determine if the student requires aids, services and/or accommodations to benefit from his/her education, 
including extracurricular activities, and if so, develop a Section 504 Plan. 
 
Section 504 Plan 

● If the parents and Team cannot agree as to the related aids, services and accommodations that 
should or should no longer be provided to the student, either party may use the procedural 
safeguard system to resolve the dispute, and the Case Manager notifies the parents in writing of 
their rights in this regard. 

● If the parents and the Team agree as to what related aids, services or accommodations should or 
should no longer be provided to the student, they create or modify a Section 504 plan 

● The agreement shall set forth the accommodations or services the student shall receive, how often 
services will be provided and an end date, as appropriate; when appropriate, the procedure to be 
followed in the event of a medical emergency; specific related aids, services or accommodations 
the student shall receive, or if an agreement is being modified, the modified accommodations or 
services the student shall receive, when appropriate, the procedures to be followed in the event of 
a medical emergency; and factors, such as education resources, physical plant and personnel 
capacities. The team will specifically address transportation, state testing accommodations, 
attendance, and behavior supports. 

 
Examples of Reasonable Accommodations 
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● An extra set of books for a student who cannot carry books to and from school; 
● Access to school nurse services during school days for intermittent bladder catheterization; 
● Access to an elevator; 
● Schedule classes to minimize need for stair climbing; 
● Allow student more time to pass in the hallway; 
● Adjust placement of student within classroom (e.g., study carrel, proximity to teacher, etc.); 
● Adjust testing procedures (e.g., length of time, administer orally, tape record answers); 
● Utilization of technology (e.g., computers, tape recorders, calculators, etc.); 
● Wheelchair ramp. 

 
Unreasonable Accommodations 

● Requiring the job description of a LEA staff member to be significantly altered, such as requiring 
the school nurse (rather than a private duty nurse) to accompany the student throughout the 
school day to provide continuous nursing care for one student; 

● Placing an unreasonable burden on another student or the LEA, such as requiring a student to be a 
“buddy” to another student rather than asking for student volunteers; 

● Preventing another student from having access to or participating in his/her educational program, 
such as requiring a student to miss classes in order to accompany a student to another activity; 

 
Implementation of 504 Plan 

● The 504 team signs that they participated in a 504 meeting.  
● The administrator ensures that the Section 504 plan is executed and the accommodations are 

implemented; 
● The administrator ensures that the Section 504 plan is sent to a receiving school if the student 

transfers to another school. 
 
Review of Section 504 plan 
The Section 504 team will meet at least annually to review the plan and make any modifications needed.  
 
 
Modification of 504 Plan 
Whenever the parents or school staff believe that a modification of the Section 504 plan may be warranted, the 
Case Manager will utilize the procedures. 
 
Reevaluation 
The Case Manager will facilitate a reevaluation of the student when necessary to determine the current 
needs of the student. Reevaluations are required periodically and should occur at least every three years 
or sooner when appropriate.  Reevaluations must also occur prior to any significant change in placement 
whether for disciplinary reasons or otherwise. 
 
Terminating Eligibility 
Whenever the parents or school staff believes that the student no longer qualifies as a student with a 
disability, the Team must be convened to review relevant evaluative data or obtain new data to consider 
the student’s eligibility. 
 
Procedural Safeguards 
Parents, guardians, and students who want to learn more about their rights under Section 504 of the 
Rehabilitation Act can obtain a copy of their procedural safeguards from the LEA’s Section 504 
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Coordinator. 
 

Anyone who believes that E.L. Haynes has violated the regulations of Section 504 of the Rehabilitation Act 
of 1973 or the Americans with Disabilities Act can submit a complaint with the Section 504/ADA 
coordinator pursuant to E.L. Haynes’ Grievance Procedures. A copy of the grievance procedures can be 
obtained by request through the Section 504/ADA coordinator. 
Grievance Procedures 
It is the policy of EL Haynes that all employees, students, parents, and visitors have the right to voice their 
complaints or grievances about matters pertaining to its schools. 
E.L. Haynes recognizes the meaningful value and importance of full discussion in resolving 
misunderstandings and in preserving good relations between management and employees. Accordingly, 
the following grievance procedure should be employed to ensure that complaints receive full 
consideration. 
 
What May Be Grieved 
The E.L. Haynes grievance process should be used as follows: (1) to deal with complaints and concerns 
pertaining to educational environment, employment arrangements, or interpersonal conflicts; and (2) to 
resolve complaints of discrimination and harassment based upon race, color, religion, creed, sex, national 
origin, age, disability, veteran status, sexual orientation, or otherwise. 
 
Who May Grieve 
The procedures set forth below may be used by grievants who are employees, students, parents, or 
visitors. 
 
Other Remedies 
The existence of this procedure does not bar grievants from also filing claims in other forums to the extent 
permitted by state or federal law. 
 
Informal Grievance 
Because most difficulties can be resolved by communicating a concern to someone, grievants are 
encouraged to discuss their concern or harassment complaint promptly and candidly with their immediate 
supervisor, the school principal, or the Head of School. 
 
The grievant is not required to discuss his or her complaint with the alleged harasser or perpetrator in any 
manner or for any reason prior to initiating a formal grievance. 
 
Formal Grievance 
Within ninety (90) days of encountering the harassment, discrimination, or complaint that is the subject of 
the grievance, a grievant shall file a written notice with the school principal or with the Head of School. 
Grievants may use the Grievance Form, which is attached hereto and is also available online from the 
school website, the EL Haynes intranet (for employees only), or from the school principal or Head of 
School. The written notice shall identify the nature of the complaint, the date(s) of occurrence, and the 
desired result, and shall be signed and dated by the person filing the grievance. In the event a grievance is 
being filed by the legal guardian or parent of a student, the student and the legal guardian and/or parent 
shall sign and date the grievance. The principal and the Head of School can be reached at the contact 
information provided below. 
 
The Principal or Head of School will immediately initiate an adequate, reliable impartial investigation of the 
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grievance. Each formal complaint will be investigated, and depending on the facts involved in each 
situation, will be decided after receiving information from the appropriate individuals. Each investigation 
will include interviewing witnesses, obtaining documents, and allowing parties to present evidence. 
 
All documentation related to the investigation and discussions held in this process are considered 
EXTREMELY CONFIDENTIAL and are not to be revealed to or discussed by any participant with, persons not 
directly involved with the complaint, with its investigation, or with the decision-making process. This 
provision does not include discussions with governmental authorities. 
 
Within thirty (30) business days of receiving the written notice, the Principal or Head of School shall 
respond in writing to the grievant (the “Response”). The Response shall summarize the course of the 
investigation, determine the validity of the grievance and the appropriate resolution. 
 
If, as a result of the investigation, harassment, or a valid grievance is established, appropriate corrective 
and remedial action will be taken. 
 
Appeals 
If the grievant is not satisfied with the Response, the grievant may appeal in writing to the Chair of the 
Board of Trustees within thirty (30) days of the date of the Response summarizing the outcome of the 
investigation. The written appeal must contain all written documentation from the initial grievance and the 
grievant's reasons for not accepting the Response. The appeal, in letter form, may be submitted to the 
Head of School who will relay it to the Chair of the Board of Trustees. 
 
Within twenty-one (21) days from receiving the written appeal, the Chair of the Board of Trustees will 
respond in writing to the appellant as to the action to be taken and the reasons therefor. 
 
Prohibition Against Retaliation 
E.L. Haynes pledges that it will not retaliate against any person who files a complaint in accordance with 
this policy, or any person who participates in proceedings related to this policy. In addition, E.L. Haynes will 
not tolerate any form of retaliation against any person who makes a good faith report or complaint about 
perceived acts of harassment, discrimination, or concern, or who cooperates in an investigation of 
harassment, discrimination, or a concern. Any person who is found to be engaging in any kind of retaliation 
will be subject to appropriate disciplinary action. 
 
Modification 
E.L. Haynes may approve modification of the foregoing procedures in a particular case if the modification 
(a) is for good cause, and (b) does not violate due process rights or policies of E.L. Haynes. 
 
Contact Information 
See Appendix E for list of appropriate contacts for school based and LEA based Section 504 point of contacts.
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Appendix A 

 

SECTION 504/ADA COMPLAINT FORM 

 
Date:  _  

 
 
 

I. Name of Person on Whose Behalf Complaint is Being Brought: _  

Name of Person Bringing Complaint: _    

Relationship/Title: _  

Address:  

Phone: _   

E.L. Haynes Campus: _  

 
 

 

SUMMARY OF COMPLAINT: 
 

II. 
 

 
 
 
 

If others are affected by the possible violation, please give their names and/or 

position: _  
 
 

Your suggestions on resolving the complaint: _  
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III. Please describe any corrective action you wish to see taken with regard to the possible 

violation. You may also provide other information relevant to this complaint. 

 
 

 

 

 
 
 
 
 
 

 

Signature of Complainant Date 
 
 
 
 
 
 

 

Signature of Person Receiving Complaint Date 
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Appendix B 

 

GLOSSARY 
 

 

 
AAC: Alternative augmentative communication  

AED: Analysis of Existing Data 

AS3: Academic and Social Student Support Process  

AT: Assistive technology 

BIP: Behavior Intervention Plan  

BSP: Behavior Support Plan  

ELL: English Language Learner  

ESY: Extended School Year  

FAPE: Free Appropriate Public Education  

FBA: Functional Behavioral Assessment 

IDEA: Individuals with Disabilities Education Act 
 

IEEs: Independent Educational Evaluations 
 

IEP: Individual Education Plan  

LEA: Local educational agency  

LEP: Limited English proficiency  

LRE: Least restrictive environment 

PBS: Positive Behavioral Support 
 

PT: Physical therapy 
 

PWN: Prior written notice 

OSSE: Office of the State Superintendent 
of Education 

 
OT: Occupational therapy 
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Appendix C 
 

Frequently Asked Questions 
 
Does Child Find apply equally to homeless children? 
Yes. Homeless children are expressly included in the child find requirements. The 2006 IDEA Part B 

regulations clarify that each state must have policies and procedures to ensure that children with 

disabilities who are homeless and who are in need of special education and related service, are identified, 

located, and evaluated. 

 
How does the IDEA define homeless children? 
Broadly. The term “homeless children” include all individuals who lack a fixed, regular, and adequate 

nighttime residence. Incorporating the definition found in the McKinney-Vento Homeless Assistance Act, 

the definition specifically includes children and youths: 

 
● Who are sharing the housing of other persons due to loss of housing, economic hardship, or a similar 

reason; 
● Who are living in motels, hotels, trailer parks, or camping grounds due to the lack of alternative 

adequate accommodations; 

● Who are living in emergency or transitional shelters, or who are abandoned in hospitals; 
● Who are awaiting foster care placement; 
● Who have a primary nighttime residence that is a public or private place not designed for, or 

ordinarily used as, a regular sleeping accommodation for human beings; 

● Who are living in cars, parks, public spaces, abandoned buildings, substandard housing, bus or 

train stations, or similar settings. 

 
Does Child Find apply to children who are doing well academically and advancing from grade to grade? 

Yes. Child Find must include children who are suspected of meeting the criteria for being a child with a 

disability and in need of special education, even though they are advancing from grade to grade. Child Find 

also extends to children suspected of having developmental delays. Children do not have to fail or be 

retained in a course or grade in order to be considered for special education and related services. 

 
What procedural protections are available for students not identified for special education? 
Under certain circumstances, a student who has not yet been identified as eligible for special education 
may still assert the procedural protections afforded under special education law. A student who has not 
been determined to be eligible for special education and related services and who has engaged in 
behavior that violated the code of student conduct, may assert the procedural safeguards of the IDEA if 
the LEA had knowledge that the student was a child with a disability “before” the behavior that 
precipitated the disciplinary action occurred. In the absence of such knowledge, the student may be 
subject to the disciplinary measures applied to children without disabilities who engage in comparable 
behaviors. If a request is made for an evaluation of the student during the time period in which the 
student is subjected to such disciplinary measures, the evaluation must be conducted in an expedited 
manner. Until the evaluation is completed, the student remains in the educational placement determined 
by school authorities, which can include suspension or expulsion without educational services. 
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When is an LEA deemed to have knowledge that a student has a disability? 
The 2006 IDEA Part B regulations identify three circumstances under which the LEA will be deemed to have 

knowledge that a student is with a disability: 

 
1. The parent has expressed concern in writing to district supervisory or administrative personnel, 

or to one of the child’s teachers, that the child is in need of special education and related 

services; 

2. The parent has requested an evaluation of the child; 

3. The child’s teacher or other LEA personnel have expressed specific concerns about a pattern of 

behavior demonstrated by the child, directly to the director of special education or to other LEA 

supervisory personnel. 

 
The law also clarifies that LEAs shall not be deemed to have knowledge that the child is with a disability if 

the parent has not allowed an evaluation or has refused services, or if the child has been evaluated and 

determined not to be eligible. 
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Appendix D 
 
E.L. Haynes Restraint Policy  
 
Purpose 

The purpose of this policy is to ensure that every E.L. Haynes student is free from the unreasonable use of 

physical restraint and/or seclusion and that such an intervention is only used in emergency situations after all 

other methods of de-escalating have failed or been deemed inappropriate. Physical restraint and/or seclusion 

should only be administered when needed to protect a student or other students and staff from imminent, 

serious physical harm. Physical restraint should be administered in the least intrusive manner possible and 

should be used to minimize or prevent harm to the student. 

 

Terminology 

The following definitions have been taken from the Restraints and Seclusion: Resource Document provided the 

Department of Education.  

 

Physical Restraint:  A personal restriction that immobilizes or reduces the ability of a student to move his or her 

torso, arms, legs, or head freely. The term physical restraint does not include a physical escort. Physical escort 

means a temporary touching or holding of the hand, wrist, arm, shoulder, or back for the purpose of inducing a 

student who is acting out to walk to a safe location.  

 

Seclusion: The involuntary confinement of a student alone in a room or area from which the student is 

physically prevented from leaving. It does not include a timeout, which is a behavior management technique 

that is part of an approved program, involves the monitored separation of the student in a non-locked setting, 

and is implemented for the purpose of calming. 

 

Conditions for Appropriate Restraint and Seclusion 

E.L. Haynes provides training for all staff on procedures for contacting fully trained and certified staff when 

behavioral crises occur. Each school will maintain a core group of appropriate personnel trained and “certified” 

in crisis intervention techniques, which will include the use of physical restraint and seclusion procedures, verbal 

de-escalation procedures, the dangers of restraint and seclusion. 

E.L. Haynes authorizes staff members to use physical restraints and seclusion in limited situations. The restraints 

and the use of seclusion may only be used under the circumstances specified in these policies. Physical restraint 

is only appropriate when a student is displaying physical behavior that presents imminent risk of injury to the 

student or others. 

 

Conditions for the Use of Appropriate Physical Restraint 

● The student is demonstrating the intent and the ability to cause injury within a matter of minutes. 

● Physical restraint should only be employed as a last resort after other methods of de-escalating a 

dangerous situation have been attempted without success. 

● Physical restraint should only be employed by staff members who have received specific approved crisis 
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intervention training in the use of physical restraint procedures. In an urgent, or unforeseen emergency 

a staff member who has not been trained can intervene. Any staff member who has not received crisis 

intervention training that engages in the physical restraint of a student must complete the training 

within 90 days.   

● A physical restraint of a student should be conducted in a manner consistent with the techniques 

prescribed in an E.L. Haynes approved crisis intervention program. 

● Physical restraint should be limited to the shortest time period necessary to protect the student or 

other person from imminent, serious physical harm. The restraint must end as soon as the student or 

other person is no longer in imminent danger. Typically, physical restraint should not last longer than a 

few minutes. 

● The degree of physical restriction employed must be in proportion to the circumstances of the incident, 

the size and condition of the student, and the potential risks for injury to the student. 

● If a student uses sign language or an augmentative mode of primary communication, the student shall 

be permitted to have the student’s hands free of restraint for brief periods, unless the staff member 

determines that such freedom appears likely to result in harm to self or others. 

● Mechanical and chemical restraints are not authorized in school. 

● Prone or Supine forms of physical restraint are not authorized in school. 

● For purposes of this policy, physical restraint does not include: 

● Taking away a weapon 

● Separating students in a fight 

● Physical prompts provided in the course of instruction 

When Physical Restraint Procedures Should NOT be Employed: 

1. Physical restraint should not be used if there is no imminent risk of injury to the student or someone 

else. 

2. A verbal threat or verbally aggressive behavior alone does not indicate a substantial risk of injury, and 

should not result in restraint. 

3. Destruction or damage to property does not constitute a risk of imminent injury unless in so doing a risk 

of injury to the student or others is created. 

4. When any known medical or physical condition of the student would make the restraint procedures 

dangerous for that student (e.g. individuals with heart conditions, epilepsy or seizures, pregnancy, etc.) 

they should not be employed. 

5. Restraint should never be used as a punishment or to force compliance with staff commands. 

Conditions for the Appropriate Use of Seclusion 

1. Seclusion is only appropriate when a student is displaying physical behavior that presents imminent risk 

of injury to the student or others. 

2. Seclusion should only be employed as a last resort after other methods of de-escalating a dangerous 

situation have been attempted without success. 

3. Seclusion should only be used as long as the threat of imminent injury is present and should be 
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discontinued when the student is no longer a threat to themselves or others. 

4. Staff must maintain continuous visual and auditory monitoring of the student for the entire duration the 

student is secluded. 

5. The use of a mechanical locked door is prohibited. The staff member can hold a door closed. When the 

staff member is not holding, the door closed must automatically release. 

6. Seclusion should only be employed by administrative staff and wellness team members who have 

received specific E.L. Haynes approved crisis intervention training in the use of seclusion procedures. 

7. Seclusion can only be used when the student can be safely transported to the seclusion environment by 

trained staff members using appropriate techniques based on crisis intervention training. 

8. All seclusion environments should be inspected annually by fire or safety inspectors and for adherence 

to regulations affecting school safety codes. Seclusion environments should: 

a. Be of reasonable size permitting individuals to lie or sit down. 

b. Have adequate ventilation including heat and air conditioning as appropriate. 

c. Have adequate lighting. 

d. Be free of any potential or predictable safety hazards such as electrical outlets, equipment, and 

breakable glass. 

e. Permit direct continuous visual and auditory monitoring of the student. 

f. Meet current fire and safety codes. 

 

Reporting and Documentation Requirements 

Procedures for Documenting and Reporting the use of Physical Restraint or Seclusion 

1. Immediately after the use of physical restraint and/or seclusion, the school nurse shall examine the 

student to ascertain if any injury has been sustained during the restraint or seclusion. If the school nurse 

is not available, a staff member with medical training (e.g. operations manager) should conduct the 

exam. Documentation of injury or lack of injury must be documented in Infinite Campus. 

2. As soon as possible, but no later than the end of the following school day, a member of the wellness 

team should meet with the student to process the incident in accordance with the E.L. Haynes Crisis 

Intervention Team Protocol. 

3. The Principal or designee will verbally notify the parent/guardian of the student as soon as possible that 

the student was subjected to restraint or seclusion, how long it lasted, where it occurred, and who was 

involved. This notification must occur immediately following the restraint or seclusion and during the 

same school day. 

4. All of the individuals involved with the incident must meet to debrief the incident in accordance with 

the E.L. Haynes Crisis Intervention Team Protocol, and complete a written report as soon as possible 

after the incident. All use of physical restraint or seclusion procedures must be documented on an 

incident report in the E.L. Haynes behavior tracking system (Infinite Campus) within 48 hours.    

a. The Principal or designee will send a copy of the written report to the parent or guardian within 

48 hours following the use of restraint or seclusion. 

5. In addition, for individuals who are not eligible for special education services, any staff who provide 

support to the student (i.e. wellness, teacher, etc.) should meet to discuss the restraint or seclusion and 



 

84 

how to prevent it in the future. For individuals who are eligible for special education services or may be 

suspected of having a disability, the IEP team must meet to discuss the restraint or seclusion and how to 

prevent it in the future, including creation or a review of the student’s Behavior Intervention Plan (BIP), 

if applicable.  

a. NOTE: If student has a Behavior Intervention Plan that specifically outlines when restraints will 

be used, the MDT is not required to meet for each restraint incident, unless requested by parent 

or school team.   

6. All meetings must be documented through sign-in sheets and meeting notes. Meeting sign-in sheets and 

notes must be documented in Infinite Campus. For students with IEPs, meeting documents must be 

completed in the Special Education Data System (SEDS) per E.L. Haynes special education procedures. 
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APPENDIX E 

 

Point of Contacts 

 

Senior Director of Student Support Services 

Maria L. Conner 

mconner@elhaynes.org 

 

Director of Special Education 

Julie Holt 

jholt@elhaynes.org 

 

Special Education Point of Contacts 

Elementary 

Holly McBride, Assistant Director of Student Support Services, hmcbride@elhaynes.org 

Middle 

Rohey Mbenga, Assistant Director of Student Support Services, rmbenga@elhaynes.org 

High 

Erica Hamilon, Assistant Director of Student Support Services, ehamilton@elhaynes.org 

 

Special Education Evaluation Coordinator 

Elementary 

Holly McBride, Assistant Director of Student Support Services, hmcbride@elhaynes.org 

Middle 

Rohey Mbenga, Assistant Director of Student Support Services, rmbenga@elhaynes.org 

High 

Erica Hamilon, Assistant Director of Student Support Services, ehamilton@elhaynes.org 

 

Section 504 Point of Contacts 

Elementary 

Holly McBride, Assistant Director of Student Support Services, hmcbride@elhaynes.org 

Middle 

Rohey Mbenga, Assistant Director of Student Support Services, rmbenga@elhaynes.org 

High 

Erica Hamilton, Assistant Director of Student Support Services, ehamilton@elhaynes.org 

LEA 

Maria L. Conner, Senior Director of Student Support Services, mconner@elhaynes.org 

mailto:mconner@elhaynes.org
mailto:jholt@elhaynes.org

