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 60 Day Assessment Plan

 

Parent requests non-SPED 
student to be assessed to 

any staff member.

IEP team
requests assessment 

for a student.

Student should be referred 
to any admin for referral to 

SST.

If parent insists on testing, admin 
fills out the "Request for 

Development of an Assessment 
Plan"-EC56321(a).

Case carrier or TSA or SPED VP 
gives the request to the 

psychologist.

SST determines the needs 
can be met in General 
Education classes and 

writes the plan.

SST determines further testing 
is needed.  SST chair takes 

the request to the 
psychologist.

Psychologist develops permit to 
assess within 15 days of date 

stamped request.

SST chair distributes plan to 
all teachers and reviews 

how to implement.

If the parent wants to review 
at home before signing, give

them a COPY.

Parent signs original 
within 15 days.  Psych 
puts original in the file.

Psych, Secry and 
Parent decide on the 
date of the IEP within 

60 day timeline.

Psych completes 
testing within 60 days.

IEP is held within 60 
day timeline to report 

results.
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Parent/Guardian Requests Assessment 
 

Parent/Guardian tells any staff member they want their student tested for SPED 
↓ 
↓ 

TSA or SPED VP are notified and 
Form 56321(a) is filled out 

↓ 
↓ 

TSA or SPED VP have a conference with the parent  
To determine needs and suspected areas of disability 

↓ 
↓ 

TSA or SPED VP work with parent to determine if 
Needs can best be met through SST process 

↓ 
↓ 

_______________________________________________ 
                         ↓                 ↓ 
                         ↓                 ↓ 
             If Yes to SST,                                                                     If no, then refer 
             Conduct meeting                                                                 to psychologist  
                         ↓                                                                              for testing. 
                         ↓                 ↓ 
 SPED VP follows up for final disposition                          ↓ 
                                                                                                         15 Calendar Day proposed 
                                                                                                         Assessment Plan begins and  
                                                                                                         Psychologist gives the plan to   
                                                                                                         the Parent for approval. 
                                                                                                                       ↓ 
                                                                                                                       ↓ 
                                                                                                         Parent has 15 Calendar Days 
                                                                                                         To return the Assessment  
                                                                                                         Plan to the Psychologist. 
                                                                                                                       ↓ 
                                                                                                                       ↓ 
                                                                                                          SPED  Secry date stamps 
                                                                                                          Return of signed Parent 
                                                                                                          Assessment Plan 
                                                                                                                       ↓ 
                                                                                                                       ↓ 
                                                                                                          Psychologist consults with  
                                                                                                          SPED Secry when to  
                                                                                                          schedule IEP within 60  
                                                                                                          Calendar Days Of parent’s  
                                                                                                          return of signed Permission   
                                                                                                          to Assess form. 
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Registration and Use of SRIC Form 
 
 

Parent/Guardian fills out SRIC form in Counseling Office 
↓ 
↓ 

___________________________________ 
                                                       ↓                                                                   ↓ 
                                                       ↓          ↓ 
                                  Special Programs is blank                              Special Programs is checked 
                                                       ↓           ↓ 
                                                       ↓           ↓ 
                                  Ask parent about information             Contact SPED VP or TSA 
                                                       ↓                                                             immediately 
                                                       ↓ 
                                  ________________________ 
                                  ↓                                             ↓  
                                  ↓                                             ↓ 
        If still no, then no other action            If ye, tell SPED VP  
                                                                        Or TSA 
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Parent/Guardian Request for Review of IEP 
 

Parent/Guardian requests review of IEP to any staff member 
(The request should be written and dated, but continue to take appropriate action) 

↓ 
↓ 

SPED VP or TSA should be notified 
↓ 
↓ 

SPED Secry prepares invitation within 30 Calendar Days 
Of the date of the request 

↓ 
↓ 

SPED Secy mails invitation and notifies team members 
↓ 
↓ 

SPED VP follows up with SPED Secry for compliance with calendar date 
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Request Student Records – (Within 5 Calendar Days of Request) 
↓ 
↓ 

Parent/Guardian 
Requests records of any Staff member (oral or written) 

↓ 
↓ 

Staff member notifies SPED Secry office, SPED VP or TSA 
↓ 
↓ 

SPED VP notifies 
↓ 
↓ 

Registrar (cum) – Case Carrier (Teacher files) – SPED Secry (confidential files) – TSA (all SASI files) 
↓ 
↓ 

SPED Secy makes a copy of all files for SPED VP and returns originals 
↓ 
↓ 

SPED VP arranges for pick up or mailing postmarked not later than the 5th Calendar Day 
↓ 
↓ 

SPED VP has parent/guardian sign hand receipt if picked up, or 
Sent as Registered Mail for verification of receipt 
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RECEIPT FOR STUDENT RECORDS 
 

(Student’s Name) 
 
 

On  (date),  I received a copy of my child’s educational records including  
cumulative, confidential (special education) and SASI files. 
 
 
 
__________________________________             __________________ 
 
(Parent/Guardian)                Date 
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