






Step 6. School must respond to the Parent request in writing  (within 10 school days)








Step 5. Upon receipt, the Principal/SPED Coordinator must submit the following to the Management Team: (i) the signed Parent Consent; (ii) completed referral packet; and (iii) his/her proposed response and proposed rationale for a particular course of action.








Step 4. Principal/SPED Coordinator must send parent the special education referral packet (including the Parent Consent for Management Team access to scholar records and Consent for Testing (to use if needed)) for completion.  








Step 3. Principal must submit a Request Notification to the Management Team.











Step 2. PLA Staff must notify the Principal or SPED Coordinator








Step 1. Parent requests initial evaluation (verbally or in writing) to any PLA administration or teaching staff (“PLA Staff”)








Request For Testing Process 





Response - Option B


Principal/SPED Coordinator Recommends Other Option





Response - Option A


Principal/SPED Coordinator Denies Testing Request





Response - Option C


Principal/SPED Coordinator Approves Testing Request





Step 1.  If the Principal or SPED Coordinator recommends testing, then the Management Team must indicate whether they agree with the testing recommendation.








Step 1.  If the Principal or SPED Coordinator’s recommendation is to try other options, such as RTI or a Section 504 Plan, the Principal or SPED Coordinator must submit the recommendation to the Management Team. The Management Team will review the proposed recommendation and a member of the Management Team will contact the Principal or Designee to inform him or her of the Management Team’s feedback.  Management Team feedback must be provided prior to the commencement of an alternative option.








Step 1.  If the Principal or SPED Coordinator recommends a denial to the testing request, the Management Team will review the proposed statement of denial and the proposed rational for the decision. A member of the Management Team will contact the Principal or Designee to inform him or her of any feedback relating to the decision.  Management Team feedback must be provided prior to the response to the parent.








Note: The timeline for completing the testing is 50 days from the date of the request for testing unless a child has failed to show adequate progress following RTI interventions. In this case, the timeline for completing testing is 20 school days following failed RTI. 








Step 5.  If RTI fails the Principal or SPED Coordinator must notify the parent that the parent’s permission to test will be utilized to move forward.





Step 6. The Principal or SPED Coordinator must contact the school psychologist to administer the assessment tests. 





 Step 7. The School Psychologist must submit his/her report within 14 calendar days.








Step 8. The Principal or SPED Coordinator must collect all of the data, identify the members of the case conference committee and schedule the case conference committee meeting.





Step 9. The Principal or SPED Coordinator will issue the procedural safeguards and notice of the meeting to the parents and notice of the meeting to case conference participants. 





Step 10. The Principal or SPED Coordinator will notify the parents of the CCC’s decision, verbally and in writing.





Step 11. The Principal or SPED Coordinator will upload the data into the DOE System and Google Special Education Testing Doc.








Step 1. The Principal or SPED Coordinator will identify and contact the necessary members of the multidisciplinary team, and schedule the meeting.





Step 2. The Principal or Designee will contact the parent to advise him or her of the multidisciplinary meeting. 





Step 3. During the multidisciplinary meeting, the multidisciplinary team will conduct the educational evaluation and prepare the evaluation report for the case conference committee. 





Step 4. If  RTI succeeds, the Principal or SPED Coordinator will notify the Management Team and prepare a statement for the parent. 








If Option B, Proceed with Steps 1-11 below.








If Option C, Proceed with Steps 6-11 below.








Step 2.  If the Management Team agrees with the testing decision, the Principal or SPED Coordinator must assemble the multidisciplinary team to conduct the educational evaluation.  The multidisciplinary team is comprised of a group of qualified professionals who conduct a student’s educational evaluation with input from the student’s parent.  A member of the Management Team will serve on the multidisciplinary team. (See 511 IAC 7-32-65 or 511 IAC 7-40-5(b) for specific member requirements) 











Step 2.  If the Management Team concurs with the recommendation, the Principal or SPED Coordinator will issue the denial to the parent. The Principal or SPED Coordinator will submit a written statement that conforms to the requirements of 511 IAC 7-40-4(e) and schedule the multidisciplinary meeting.





Step 2.  If the Management Team concurs with the Principal or SPED Coordinator’s recommendation, the Principal or SPED Coordinator will submit a written statement to the parent informing him or her of the school’s decision. (The written statement must comply with the requirements of 511 IAC 7-40-4(e))











