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GLOSSARY OF TERMS
Individuals with Disabilities Education Act (IDEA): the Individuals with Disabilities Education
Act is the federal law governing special education for public school districts. Under the IDEA, K12 public school districts are provided funding in return for making available to all eligible children
with disabilities a free appropriate public education in the least restrictive environment appropriate
to their individual needs. In Montana, a school district is responsible for the provision of special
education services for eligible students with disabilities beginning at age 3 and through age 18 (or
until the student reaches the age of 19 on or before September 10th of a school year) unless the
district has a policy whereby students are educated up to age 21. The IDEA also requires school
districts to implement specific procedural safeguards. The IDEA was formally known as the
Education for all Handicapped Children Act. The IDEA was initially passed in 1990 and has been
reauthorized twice in 1997 and 2004. K-12 school districts are subject to Part B of the IDEA. Part
C of IDEA requires certain Early Intervention Program agencies, i.e., CDC, to provide services to
eligible children with disabilities prior to age 3.
Achievement in Montana System (AIM): online special education student information system
module maintained by OPI. AIM must be used to create and maintain special education
documentation for each student referred for an evaluation.
Assistive Technology Devices: any item, piece of equipment, or product system
(software) used to increase, maintain, or improve the functional capabilities of a student
with disabilities.
Assistive Technology Services: services which directly assist a student with disabilities in the
selection, acquisition, or use of an assistive technology device.
Aversive Treatment:
 the physical restraint (restriction of movement by others holding or applying physical
pressure), except as otherwise permitted by Montana law under MCA § 20-4-302, when
determined by the IEP Team that the frequency, intensity, or duration of the restraint is
aversive treatment; or
 an isolation time-out in which a student is removed to an isolation room where:
 the student is alone in the isolation room during the period of isolation;
 the student is prevented from exiting the isolation room during the period of isolation;
 the door to the isolation room remains closed during the period of isolation; and
 the student is prohibited from participating in activities occurring outside the isolation
room and from interacting with other students during the period of isolation.
Consent: means that the parent – (1) has been fully informed of all information relevant to the
activity for which consent is sought, in his or her native language, or through another mode of
communication; (2) understands and agrees in writing to the carrying out of the activity for which
his or her consent is sought, and the consent describes that activity and lists the records (if any) that
will be released and to whom; and (3) understands that the granting of consent is voluntary on the
part of the parent and may be revoked at any time.
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Free Appropriate Public Education (FAPE): special education and related services provided at
public expense, under public supervision and direction, without charge, which meet the standards of
the state education agency and include an appropriate preschool, elementary or secondary school
education provided in conformity with the IEP.
Individualized Education Plan (IEP): A written document that describes the special education
and related services that make up a free, appropriate public education for a child with disabilities; the
program is designed to meet the individual special education and related services needs of an eligible
child (special education).
IEP Team: The IEP team is made up of the child’s parent, special education teacher, a general
education teacher, and a representative of the school district. Other team members may include
related service providers, professionals who evaluated the child and others with knowledge or special
expertise regarding the child. The members of the team develop the initial IEP and meet
subsequently to review progress and make changes in the written plan. Parents must be included as
members of this team.
Least Restrictive Environment (LRE): To the maximum extent appropriate, students with
disabilities, including students in public or private institutions or other care facilities, are educated
with students who are not disabled. Special classes, separate schooling, or other removal of students
with disabilities from the regular educational environment occurs only if the nature or severity of the
disability is such that education in regular classes with the use of supplementary aids and services
cannot be achieved satisfactorily.
Local Education Agency (LEA): Local educational agency or LEA means a public board of
education or other public authority legally constituted within a State for either administrative control
or direction of, or to perform a service function for, public elementary or secondary schools in a
city, county, township, school district, or other political subdivision of a State, or for a combination
of school districts or counties as are recognized in a State as an administrative agency for its public
elementary schools or secondary schools. The Hamilton School District is an LEA.
Parent: (1) a natural, adoptive or foster parent of a child; (2) a guardian; (3) a surrogate parent; or (4)
an individual acting in the place of a biological or adoptive parent, including a grandparent,
stepparent or other relative with whom the child lives. It does not include employees of a state
agency responsible for the welfare of the child. Unless there is a court order restricting the rights of
the natural or adoptive parent or they are unable to be located, the natural or adoptive parent is the
“parent.”
Prior Written Notice:
 A description of the action proposed or refused by the district.
 An explanation of why the district proposes or refuses to take the action.
 A description of each evaluation procedure, assessment, record, or report the district used
as a basis for the proposed or refused action.
 A statement that the parents have protection under Part B's procedural safeguards, and, if
the notice is not an initial referral for evaluation, the means by which a copy of a description
of the procedural safeguards can be obtained.
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Sources for parents to contact to obtain assistance in understanding the provisions of Part
B.
 A description of other options that the IEP team considered and the reasons why those
options were rejected.
 A description of other factors relevant to the district's proposal or refusal.
See Prior Written Notice, Appendix G.
Procedural Safeguards: Parents of children who receive special education have certain rights that
are guaranteed by federal law, the Individuals with Disabilities Education Act (IDEA). These rights
include the right to participate in meetings dealing with the identification, evaluation, and
educational placement of their child and the provision of a free appropriate public education to their
child. One of their rights is to be informed of all the rights available to them in writing, in their
native language (unless it is clearly not feasible to do so), and at a level understandable to the general
public. They are entitled to a copy of these procedural safeguards at least one (1) time per year, and:
(1) upon initial referral or parental request for evaluation; (2) upon the initial filing of a complaint;
(3) upon request by a parent. Procedural Safeguards booklets must be obtained from OPI.
Referral: A referral begins the process through which the Evaluation Team conducts a
comprehensive educational evaluation. Each public school will have an established referral method
for collecting information to determine whether comprehensive educational evaluation is necessary
and the types of evaluations needed. Each public school will have a referral or multiple forms to
collect this required information.
Related Services: means transportation and such developmental, corrective, and other supportive
services as are required to assist a child with a disability to benefit from special education, and
includes speech-language pathology and audiology services, interpreting services, psychological
services, physical and occupational therapy, recreation, including therapeutic recreation, early
identification and assessment of disabilities in children, counseling services, including rehabilitation
counseling, orientation and mobility services, medical services for diagnostic or evaluation purposes,
school health services and school nurse services, social work services in schools, and parent
counseling and training.
Response to Intervention (RTI): a general education systematic problem-solving process within a
coordinated system of early intervening services that is designed to allow for early recognition of
students’ difficulties and to provide for a data-based method for evaluating the effectiveness of the
instructional approaches used.
Special Education: Specially designed instruction, at no cost to the parents, to meet the unique
needs of a student with a disability, including instruction conducted in the classroom, in the home,
in hospitals and institutions, and in other settings and instruction in physical education. The term
includes speech language pathology services and may include other related services, travel training,
and vocational education, if they meet the definition of special education. These services may be
provided in a variety of educational settings, but are required by IDEA to be delivered in the least
restrictive environment.
Specially Designed Instruction: Adapting, as appropriate to the needs of an IDEA-eligible child,
the content, methodology, or delivery of instruction to address the unique needs of that child that
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result from the child's disability and to ensure access of the child to the general curriculum, so that
the child can meet the educational standards within school district that apply to all children.
State Education Agency (SEA): The Montana Office of Public Instruction or other agency
responsible for the state supervision of public elementary and secondary schools.
Transition Services: a coordinated set of activities for a child with a disability that is designed to be
within a results-oriented process, that is focused on improving the academic and functional
achievement of the child with a disability to facilitate the child's movement from school to postschool activities, including postsecondary education, vocational education, integrated employment
(including supported employment), continuing and adult education, adult services, independent
living, or community participation. Transition services are based on the child’s needs, taking into
account the child's strengths, preferences, and interests and includes instruction, related services,
community experiences, employment and other post-school living objectives, and daily living skills
and a functional vocational evaluation (if appropriate).

**Note: specific terms used within this manual are defined in the glossary**
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CHILD FIND
Federal and Montana state law requires the District to identify, locate, and evaluate all children who
are residents of the District who may have a disability and may be in need of special education and
related services. Child Find applies to:





Children under the age of 3 attending preschool
Children under the age of 3 not attending any preschool
Students between the ages of 3 and 19 enrolled and attending a school within the District
Students between the ages of 3 and 19 enrolled and attending a private school located within
the District.
 Children between the ages of 3 and 19 who are residents of the District.
Children Under 3
Because the District is responsible for the provision of special education services once an eligible
child with a disability turns 3, Child Find activities to identify and locate these children must
commence prior to the child’s third birthday. There are two primary means of engaging in Child
Find activities for children under the age of 3:
 Notification and transition of children from Part C Early Intervention Program Agencies.
 Preschool Screening Activities
Notification and Transition of Children from Part C
Part C of the IDEA provides funding to and services by Early Intervention Program agencies for
infants and toddlers (under age 3) Part C of the IDEA requires Early Intervention Program agencies
to annually notify schools districts of potentially eligible children. In Montana, Part C agencies
provide two notifications per year: (1) children who will turn 3 in the months of September through
the following August; and (2) children who will turn 3 in months of February through January.
Some children will be listed twice in these notifications. Parents have the right to “opt out” of being
a part of the notification, which means that not all potentially eligible children may be included in
the notification. The purpose of this notification is to allow for planning; however, the District may
not contact the family upon receiving the notice because the responsibility still remains with the Part
C agency.
Not less than 90 days before the child’s third birthday, the Part C agency is required to convene a
transition meeting. The Part C agency can invite the school district only upon receiving consent
from the parent. If the parents refuse consent, the District has no obligation to attend nor any
obligation to evaluate or provide special education services to the student until and unless the child
is separately referred after turning age 3. If the parent consents, the Family Support Specialist for
the Part C agency should be notifying the District of a transition meeting and inviting a District
representative to attend. The District must complete the meeting invite form and send a copy of
procedural safeguards prior to the meeting.
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The District is not responsible for running the transition meeting – a District representative should
attend the meeting to provide information. The purpose of the District’s attendance at the
transition meeting is to provide the parent of the potentially eligible child with information about the
District’s special education services if the child is determined to be eligible. This is not a meeting where
the child’s eligibility for K-12 services is determined. If appropriate, the District can obtain written consent
to receive the child’s early intervention service records. The District can also obtain the parent’s
consent to a special education referral if the parent and District personnel believe appropriate. If
additional information is needed to determine if a referral for a special education evaluation is
appropriate, the District should obtain written consent for the student’s early intervention records
and review those records to determine whether proceeding with an evaluation is appropriate.
Preschool Screening
The District should coordinate with Head Start’s screening for preschool. Once the child is going to
turn 3, the District and not Head Start is responsible for completing the evaluation of the child. The
District can also provide its own screening activities for children ages 3-5 for developmental
problems in speech and language, vision, hearing, coordination, social and intellectual development,
and general progress. The purpose of the screening is to determine whether a child needs further
assessment or referral for a special education evaluation.
Screening does not require written parental consent.
The District must give notice of screening opportunities in local newspapers, other media, and
through its website.
Children Attending School within the District
The District has an ongoing obligation to monitor its student population to determine whether any
of the students in attendance may have a disability and be in need of special education services. The
primary means of this is through pre-referral.
Pre-referral
This is a team-based process to identify struggling students with a multi-tiered system of academic
and behavioral interventions and supports. The District uses [student assistance teams] and
Response to Intervention (RTI) to provide tiered interventions and supports to assist students
progress in the general education curriculum. The District also uses a positive behavioral support
system, which also involves a tiered system of supports and interventions. The District must utilize
both the academic and behavioral systems as pre-referral. Pre-referral for academics and behavior
occurs in the general education environment.
Data must be kept to determine the success or failure of the interventions and supports. As such, it
is necessary to have data prior to the implementation of any interventions as well as consistent data
after interventions and supports are provided to determine their effectiveness. Data must include
the dates of interventions, who conducted the interventions, the types of interventions and supports
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used, and the results. This data is then used to determine if the student requires additional
interventions or supports or whether it may be appropriate to refer the student for a special
education evaluation.
Children Attending Private Schools
The District is obligated to identify, locate, and evaluate all children residing within its boundaries or
attending a private school located within the District’s boundaries who may have a disability and be
in need of special education services. In Montana, private schools include home schools and any
other school located within the District including any religious schools. This means that District is
responsible for Child Find activities for any student who either lives within the District or is
attending a private (or home) school within the District by decision of the parents.
The District must consult with representatives of the private schools located within the District’s
boundaries regarding its Child Find activities. If through its Child Find activities, a private school
located within the District refers a student attending the private school or a parent of a student
attending a private school requests a child be evaluated for special education, the District is either
obligated to conduct the evaluation or provide prior written notice to the parent explaining the basis
for the refusal to evaluate. The District may also be responsible to respond to a request to evaluate
a student residing within its boundaries even if the student is attending a private school located in
another district.
Although the District is responsible for Child Find activities for children attending private schools
located within the District’s boundaries, its responsibilities upon a finding of eligibility differ when
the student resides in another district. As such, when the District receives a request to evaluate a
student attending a private school located within the District but is believed to be a resident of
another district, the District should obtain written consent from the parent to contact the district of
residence to coordinate all subsequent efforts.
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REFERRAL
A child must be referred for a comprehensive special education evaluation when (1) staff members
know or have reason to suspect the student may have a qualifying disability; AND (2) staff members
know or have reason to suspect the student may be in need of special education and related services.
A student must be referred for a special education evaluation where:
1. The District has reason to believe the student may have a disability and be in need of special
education services as a result of a Part C agency referral.
2. The District has reason to believe the student may have a disability and be in need of special
education services as a result of a preschool screening.
3. Staff members can show that interventions, if implemented, would be insufficient to address
concerns and there is reason to believe the student may have a disability and be in need of
special education services (i.e., student has significant orthopedic impairments and
developmental disabilities).
4. Staff members have maintained data showing that interventions implemented as part of a
pre-referral have been ineffective and the student may have a disability and be in need of
special education services.
5. Staff members are aware that a student has engaged in high risk behavior and they suspect
the student may have a disability and be in need of special education services.
6. Based upon objective information, staff members suspect the student may have a disability
and be in need of special education services.
7. A parent of a student requests (verbally or in writing) that his or her child be evaluated for
special education unless the District believes there is no reason to evaluate the student for
special education and provide prior written notice to the parent explaining the basis for the
refusal to evaluate. The District may not delay a parent request for an evaluation to conduct
additional interventions or assessments. It must respond by either referring the student for
an evaluation or denying the request through a prior written notice.
A referral is accomplished by completing a Referral for Comprehensive Educational Evaluation form on the
AIM system. See Appendix G. The referral must contain:
 A statement of the reason(s) for referral;
 Documentation of the general education interventions tried and the results of such attempts;
and
 The signature of the person making the referral (this includes if the parent makes the referral
for the evaluation)
The District must provide a copy of the Procedural Safeguards to the parent at the time the referral
is completed.
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This information assists the Evaluation Team in determining the types of assessments necessary for
a comprehensive evaluation. A representative of the District must fill out the form – if a District
staff member is making the referral that staff member should complete and sign the form. If the
parent is making the referral, a designated District staff member should obtain the information to
complete the form and have the parent sign the completed form.
Once a referral is completed (unless the District has refused to conduct an evaluation based upon a
parent referral and provides prior written notice of such refusal), the District must seek consent
from the parent to conduct the comprehensive special education evaluation within a reasonable
time.
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EVALUATIONS
The District must conduct a comprehensive evaluation to determine if a student is eligible for
special education and related services under the IDEA. Until and unless a student is determined to
be eligible under the IDEA, he or she is not entitled to FAPE. The Evaluation (and associated
assessments) must be provided at no cost to the parent.
The purpose of an evaluation is to: (1) collect information on a child’s ability and achievement, and
(2) carefully interpret the information that is collected. The Evaluation is used to determine not only
if the student has a qualifying disability but also the nature and extent of the special education that a
child needs. If the student is determined to be eligible, the evaluation assists in the development of
the student’s IEP.
The Evaluation is conducted using a team approach, which allows for examination of the student’s
strengths and weaknesses from various perspectives. An evaluation enables the team to determine
the specific instructional and related service needs of the student.
After the referral is completed, District personnel must complete an Evaluation Plan on the AIM
system. See Appendix G. The purpose of the Evaluation Plan is to notify the parent of the
assessments the District intends to conduct, and to obtain the parent's informed consent for those
assessments. For an initial evaluation, the evaluation plan provides written notice to the parent that
the district suspects their child has a disability and needs special education; identifies the specific
assessments that will be conducted to determine eligibility; and documents the parent’s approval or
denial of consent for the evaluation.
The student’s Evaluation Team, along with any other appropriate qualified professionals, are
responsible for developing the Evaluation Plan. A meeting is not required, however, in order to
develop the Evaluation Plan.
The District must evaluate the student in all areas of suspected disability – this is the comprehensive
evaluation. This does not mean that the student must be assessed in all areas and for all categories.
Rather, the Evaluation Team must determine those assessments appropriate for those areas in which
it is suspected the student may qualify. Screenings may be done if appropriate to determine whether
there is a need to conduct a more comprehensive evaluation in a certain area.
The Evaluation must be based upon a variety of assessment tools and strategies used to gather
relevant functional, developmental and academic information about the child. This includes
information provided by the parent.
The Evaluation Plan lists the various types of tests and assessments to be conducted. Based upon
the Referral completed, the Evaluation Team must determine whether any of the following should
be conducted:





Academic achievement
Assistive technology/services
Behavioral
Communication
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Developmental
Physical
Psychological
Social/emotional
Transition

All evaluations must include classroom-based assessments and observations.
If there is a type of test or assessment that the Evaluation Team believes is appropriate and it is not
specifically listed as one of the categories on the form, the assessment should be listed in the “other”
category.
Screening does not require parental consent.
Assessments must be conducted in a non-discriminatory manner. This means:
 Testing and evaluation materials and procedures must be selected to be as free of racial,
cultural, and language bias as possible.
 Tests must be appropriate for the age and stage of development of each student to whom
they are administered.
 Procedures, tests, and other evaluation materials used for an evaluation must be selected and
administered to ensure that for a child with impaired sensory, motor, or communication
skills, the test results accurately reflect the child’s aptitude and/or achievement level or
whatever other factors the test purports to measure.
 Tests should be written and/or administered in the native language of the child or
conducted in the mode of communication most familiar to the student being evaluated
unless it is clearly not feasible to do so. If it is clearly not feasible to administer a test in the
native language or mode of communication most frequently used by the student, or if you
have any questions about how to assess a child who has limited English, contact the Director
of Student Services.
Observations are staff’s objective impressions that document the student's overall functional,
behavioral and academic progress during the school year. These observations do not have to be a
"snapshot" of the student's behavior on a particular date and time.
Any member of the Evaluation Team may conduct the observations. For a student attending a
private school, a representative of the private school who participates at the Evaluation Team
meeting could conduct the observation, or another member of the Evaluation Team could observe
the student in the private school setting.
Evaluation Team
The Evaluation Team must include the following members:
 The parent(s) of the child;
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 Not less than one regular education teacher of the child (if the child is, or may be,
participating in the regular education environment);
 Not less than one special education teacher of the child or, if appropriate, at least one special
education provider of the child;
 If the student is being evaluated for a specific learning disability, at least one person qualified
to conduct individual diagnostic examinations of children, such as a school psychologist,
speech-language pathologist, or remedial reading teacher;
 An administrator or designee who  Is qualified to provide, or supervise the provision of, specially designed instruction to
meet the unique needs of children with disabilities;
 Is knowledgeable about the regular curriculum; and
 Is knowledgeable about the availability of resources of the public agency.
 An individual who can interpret the instructional implications of evaluation results, who may
be one of the described members of the team;
In addition to the required members, the Evaluation Team may also include:
 At the discretion of the parent or the agency, other individuals who have knowledge or
special expertise regarding the child, including related services personnel as appropriate; and
 The student, if appropriate.
An Evaluation Team meeting must occur for every:
 Initial Evaluation to determine eligibility
 Reevaluation to determine continued eligibility
 Reevaluation to determine whether student qualifies under new or different eligibility
category
 Reevaluation to determine the student’s special education needs.
An Evaluation Team does not need to convene before:
 The student is exited from special education because the parent has revoked consent for
services; or
 The student will graduate from high school or will depart school because he or she exceeds
the maximum age of students served.
Parent’s Role in Evaluation Process
Parents participate in the decision about what types of evaluation are needed. Parents provide
information about the child’s developmental history. They can also provide information as to what
the child can and cannot do at home, at play, and any special interests they child may have.
Initial Evaluations
The Initial Evaluation is the first evaluation conducted to determine the student’s eligibility under
the IDEA.
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In order to proceed with an initial evaluation, the District must obtain the parent’s written consent
on the Evaluation Plan. If the parent refuses to provide consent or does not respond to attempts to
obtain consent, the District may but is not required to pursue mediation or due process to obtain
consent if it believes special education services are necessary for FAPE. The District does not
violate IDEA if it does not pursue mediation or due process to obtain consent.
The Initial Evaluation must be completed within 60 days of receipt of the signed Evaluation Plan.
If the parent fails or refuses to produce the child for an Initial Evaluation, even after giving consent
for this initial evaluation, the District must document its attempts to conduct the assessments and
complete the assessments. The 60-day deadline for completion of the Initial Evaluation does not
apply if there is documentation showing the parent refused or failed to produce the child for the
Initial Evaluation. The 60-day deadline may be extended where both the parent and District agree
to an extension in writing.
Initial Evaluations for Children under 3 who received Part C Services
For those children under age 3 who have received Part C services, the District must review existing
evaluation data.
If the District believes, based upon the variety of assessments and data from the Part C agency, it
has sufficient information to make an eligibility determination, it does not need to conduct its own
assessments. The Part C assessments and data must be both current and relevant. In such case
where the District and Evaluation Team determine that additional assessments are not necessary, the
District representative must complete the Evaluation Plan with only classroom based assessments and
observations checked and ask the parent to sign this information. The classroom-based assessment
and observation data can be gathered from the early intervention service providers, the child’s home,
or other child care environment.
Reevaluations
Reevaluations must occur at least once every three years, unless the parent and the District agree
that a reevaluation is unnecessary. A reevaluation is not necessary if the IEP team determines that
the child continues to be a child with a disability, and because of that disability needs special
education and related services. This determination is documented on the IEP form and must be
completed on an annual basis.
If the IEP Team determines a reevaluation is not necessary, this starts the 3-year deadline for a
reevaluation over and a reevaluation is not required for an additional 3 years unless the parent
requests one or IEP team determines otherwise. It is advisable that a student be reevaluated before
high school if the student’s only evaluation was completed before the student entered third grade.
Reevaluations may be requested by the child’s parent or teacher who believe a reevaluation is
necessary to identify additional needs, eligibility categories, or to reexamine eligibility status. The
District does not need to complete a Referral form for a reevaluation. Reevaluations may not be
done more than once a year unless the District and parent agree otherwise.
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For reevaluations, the Evaluation team shall review existing evaluation data on the student (i.e.,
current year), including evaluations and information provided by the parents; current classroombased assessments and observations, which include the student's involvement and progress in the
general curriculum; and observations by teachers and related services providers. The Evaluation
Team can identify additional assessments if any are believed to be necessary.
The District must complete an Evaluation Plan for all reevaluations identifying the tests and
assessments to be conducted. Classroom-based assessments and observations are required.
Consent must be obtained from the parent. If the Evaluation Team determines no additional
assessments are necessary for a reevaluation, the Evaluation Plan should be completed with just
classroom-based assessments and observations checked for the parent’s signature. The Evaluation
Team can then convene a meeting to review the existing data, classroom-based assessments, and
observations.
If a parent refuses to consent to a reevaluation, the student remains eligible for special education and
related services and must continue to be served under the agreed upon IEP. The parent’s refusal to
consent to a reevaluation must be documented.
If a parent fails to respond to requests for consent for a reevaluation, there must be multiple
attempts through a variety of means to contact that parent to obtain consent. These attempts must
be documented. If after multiple attempts, the parent still fails to respond to a request for consent,
the Director of Student Services must determine the appropriate course.
There is no specific timeline established to complete a reevaluation. Rather, reevaluations must be
completed within a reasonable time of receipt of the signed Evaluation Plan. Unless extenuating
circumstances exist, the 60-day time period for initial evaluations is a good benchmark for the time
in which to complete a reevaluation.
The District must conduct a reevaluation to exit a student from special education services because
the student no longer has a qualifying disability or is no longer in need of special education services.
The determination to exit the student is made by the Evaluation Team after reviewing the results of
the reevaluation.
Evaluation Report
The Evaluation Team must convene a meeting in which it will consider the assessments and tests
conducted and to complete the Evaluation Report. The Evaluation Team must complete the
Evaluation Report on the AIM System.
Written notice must be given to the parents of a child with a disability a reasonable time before an
evaluation meeting. The written notice is provided by completing the Special Education Meeting Notice
on the AIM System. See Appendix G. The notice should identify that the meeting is an Evaluation
Team meeting. The District is responsible for notifying parents of the meeting early enough to
ensure that they will have an opportunity to attend and to schedule the meeting at a mutually agreed
on time and place. Generally, reasonable notice means five days prior to the meeting.
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The Evaluation Report must include information provided by the parent. If the parent does not
provide any comments, the Evaluation Report should reflect this.
The Evaluation Report must include all assessments performed by the District. These assessments
must be summarized and/or a separate report/document explaining the results of the assessments
may be attached to the Evaluation Report. Each assessment must be clearly identified and must
identify the implications for educational planning in terms understandable to all team members.
The parent may also provide documentation, assessments, testing, or reports from outside providers
or professionals. The parent may also invite these outside providers or professionals to the meeting.
The Evaluation Team is obligated to consider the information provided by the outside providers or
professionals; it is not required to accept the “diagnosis” or conclusions of these outside providers
or professionals.
After the Evaluation Team has reviewed the assessments and testing conducted, it must conduct an
eligibility determination. The Evaluation Team must review the student’s eligibility for all categories
of suspected disability. If the Evaluation Team determines that the student is eligible under one or
more categories, the Evaluation Team must then identify recommendations for the special education
and related services the student’s IEP Team should consider in developing an IEP.
At the end of the Evaluation Report, Evaluation Team members are instructed to sign as
participating in the process. Montana’s Office of Public Instruction has interpreted the signature on
the Evaluation Report as an agreement with the conclusion of the Evaluation Team. Regardless of
whether they sign, the parent must be provided a copy of the Evaluation Report.
If the Evaluation Team determines that the student is not eligible for services, the Evaluation Team
should consider referring (To other appropriate services) the student for an evaluation under Section
504.
Disagreements
The Evaluation Team should reach a consensus regarding the outcome of the evaluation and
eligibility. This does not mean that “majority rules.” If a parent or other Evaluation Team member
disagrees with the conclusions of the Evaluation Team, that individual can provide a dissenting
report.
If a parent disagrees with the conclusions, the District must provide Prior Written Notice regarding
its conclusions of the evaluation. In addition to having the option of providing a dissenting report,
the parent has the right to seek an Independent Educational Evaluation (IEE) at public expense.
Procedures governing IEEs are found in Appendix C.
In the alternative, the parent has the right to seek mediation or due process regarding the evaluation.
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ELIGIBILITY DETERMINATIONS
At the Evaluation Team meeting for an Initial Evaluation, the Evaluation Team must make the
determination whether the student:
 Has a disability recognized by IDEA; and
 Is in need of special education and related services.
The evaluation must include information from a variety of sources, which allows the Evaluation
Team to avoid using any single measure or assessment as the sole criterion for determining whether
the student has a disability and for determining an appropriate educational program for that student.
Montana recognizes the following disabilities for purposes of qualifying for special education
services:














Developmental Delay (ages 3 through 5 only)
Autism
Cognitive Delay
Deaf-Blindness
Deafness
Emotional Disturbance
Hearing Impairment
Orthopedic Impairment
Other Health Impairment
Specific Learning Disability
Speech Language Impairment
Traumatic Brain Injury
Visual Impairment

OPI has identified criteria for each of these categories. The Evaluation Team must review and
complete the checklists for each area in which it is suspected the student may qualify. The
completed checklists must be attached to the Evaluation Report. The Eligibility Criteria Checklists
are found on the AIM system. See Appendix G. This means that there may be multiple categories in
which a student meets the criteria and qualifies for services.
In addition to meeting the criteria, the Evaluation Team must also determine whether that identified
disability or disabilities adversely affect the student's educational performance. This means that
there is evidence that measures of student performance (e.g., achievement tests, grades, behavioral
or developmental assessments, classroom based assessment, observations, progress monitoring, or
criterion-referenced tests, etc.) indicate a pattern of educational, developmental, or functional
attainment or achievement below the student's age or grade level based on state approved K-12
content standards that can wholly or in part be attributed to the disabling condition.
If the Evaluation Team determines that the student meets the criteria for one or more of the IDEA
disability categories and that disability(ies) adversely affects the student’s educational performance,
the Evaluation Team must determine that the student is eligible for special education and related
services under the IDEA. If the Evaluation Team determines that, even though the student falls
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into one or more of the disability categories, the disability does not adversely affect the student’s
educational performance, the Evaluation Team must determine that the student is not eligible for
special education and related services under the IDEA.
A student is not eligible under the IDEA if the student only requires related services.
Developmental Delay
See Eligibility Criteria for Developmental Delay, Appendix G.
A student between the ages of three and five (i.e., up to age six) may qualify under the category of
Developmental Delay if the Evaluation Team determines the student meets the criteria of that
category. Once the student turns six, the Evaluation Team must complete a new Evaluation Plan
and conduct a new evaluation to determine if the student continues to qualify for special education
and related services and under which category (ies) the student qualifies. A Referral form does not
need to be completed, but the student must meet the criteria for any other categories considered. If
the student has been identified under other categories in addition to Developmental Delay, upon
reaching age six, the Evaluation Team must convene to complete an Evaluation Report removing
the Developmental Delay category.
Autism
See Eligibility Criteria for Autism, Appendix G. When Autism is being considered, the Evaluation
Team must include (in addition to the other required members identified above), a school
psychologist and speech-language pathologist.
Autism is both a psychiatric diagnosis and a recognized educational disability category. Thus, it is
not uncommon for a parent to have a diagnosis by a private provider that a student has a psychiatric
diagnosis of Autism (or Autism Spectrum Disorder, Asperger’s Disorder, Childhood Disintegrative
Disorder, or Pervasive Personality Disorder Not Otherwise Specified). These diagnoses are made
pursuant to the Diagnostic and Statistical Manual of Mental Disorders (DSM). Under the prior
version – the DSM-4 – children were diagnosed as being Autistic or having Asperger’s Disorder,
Childhood Disintegrative Disorder, or Pervasive Personality Disorder Not Otherwise Specified.
Recently, the DSM was updated to the DSM-5. These four categories have now been incorporated
into one category: Autism Spectrum Disorder. Thus, if a parent notifies the District that his or her
child has been diagnosed with Asperger’s Disorder, this information should be considered by the
Evaluation Team in conjunction with consideration of the student under the Autism eligibility
category.
Montana law states: “the student may not be identified as having autism if the student's educational
performance is adversely affected primarily because the student has an emotional disturbance.” OPI
has interpreted this statement to mean that a student cannot be primarily affected by both Autism
and an Emotional Disturbance, but a student can still be identified under both categories. In
practice, this means that a student may be primarily affected by one disability – i.e., Autism – but
also suffer from an emotional disturbance. In other words, the student cannot be found to have an
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emotional disturbance if it is because of Autism and a student cannot have Autism because of an
emotional disturbance.
Cognitive Delay
See Eligibility Criteria for Cognitive Delay, Appendix G. When Cognitive Delay is being considered,
the Evaluation Team must include (in addition to the other required members identified above), a
school psychologist.

Deaf-Blindness
See Eligibility Criteria for Deaf-Blindness, Appendix G. When Deaf-Blindness is being considered,
the Evaluation Team must include (in addition to the other required members identified above), a
speech language pathologist.
Deafness
See Eligibility Criteria for Deafness, Appendix G. When Deafness is being considered, the
Evaluation Team must include (in addition to the other required members identified above), a
speech language pathologist and an audiologist.
Emotional Disturbance
See Eligibility Criteria for Emotional Disturbance, Appendix G. When Emotional Disturbance is
being considered, the Evaluation Team must include (in addition to the other required members
identified above), a school psychologist.
Hearing Impairment
See Eligibility Criteria for Hearing Impairment, Appendix G. When Hearing Impairment is being
considered, the Evaluation Team must include (in addition to the other required members identified
above), a speech language pathologist and an audiologist.
Orthopedic Impairment
See Eligibility Criteria for Orthopedic Impairment, Appendix G.
Other Health Impairment
See Eligibility Criteria for Other Health Impairment, Appendix G.
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A medical diagnosis is required for an eligibility determination under Other Health Impairment. A
student is not automatically eligible for IDEA services even with a medical diagnosis. Only the
Evaluation Team can make a determination based upon the assessments conducted and the
eligibility criteria. The Evaluation Team must consider the medical diagnosis, but it cannot base its
eligibility determination on that sole criterion.
The medical diagnosis can be provided by a physician, physician assistant, podiatrist, dentist, or
nurse practitioner.
Unless the parent has brought a medical diagnosis to the Evaluation Team for consideration, the
District is required to pay for the medical examination.
When a student identified with an Other Health Impairment is reevaluated, an updated medical
diagnosis is not necessary unless the Evaluation Team believes it is appropriate.
Specific Learning Disability
See Eligibility Criteria for Specific Learning Disability, Appendix G. When Specific Learning
Disability is being considered, the Evaluation Team must include (in addition to the other required
members identified above), a school psychologist, speech language pathologist, or a remedial reading
teacher.
Montana school districts must use either a Response to Intervention model or a severe discrepancy
model to identify a student with a specific learning disability.
A student does not qualify with a specific learning disability if the student’s lack of progress is the
result of a lack of appropriate instruction, which means that the student has not received explicit and
systematic instruction in reading or math that is aligned with state content standards.
Response to Intervention (RTI)
Generally, RTI involves a three-tiered model to describe the level of intervention. Tier 1
instructional strategies or interventions are those used with an entire classroom or at a school wide
level. Students for whom the assessment data show little or no growth at this level would then move
to Tier 2. Tier 2 interventions are used with small groups of students who have similar instructional
needs. Students who do not respond to the small group interventions move on to Tier 3 where they
receive instruction designed to meet their specific individual needs.
Data collection and analysis are critical components of all interventions. These data will allow the
RTI team to make a determination about which students need to move to a more intensive level of
intervention, target specific skill deficits, and track student learning over time. When considering
students for eligibility with specific learning disabilities, this data will provide the documentation that
the interventions have not been effective. Second, well-designed interventions rely on proven
instructional methodologies and are straightforward and can be
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implemented in the general education classroom by general education teachers. Interventions that
are overly complex or require too much effort to maintain will not be implemented effectively and
are not likely to produce improved learning on the part of the student.
The Evaluation Team must document that an insufficient response to interventions occurred when
the student did not achieve adequately, despite the implementation of the interventions over a
sustained period of time. The Evaluation Team must document that scientific, research-based
interventions were matched to the specific needs of the student as identified through systematic,
data-based processes for examining the presenting problem, including parental input on the
problem, to identify instructional interventions that have a high likelihood of success. The
documentation must also show that the interventions focused on changing the instructional
strategies or techniques used with the student. The interventions must have been regularly
monitored for student progress and correct implementation via regular and frequent data collection,
and analysis and modification of interventions as necessary based on data analysis. The Evaluation
Team must document that interventions were implemented by qualified personnel and compared
the student's rate of learning and current levels of performance with the student's initial levels of
performance. A student may be determined to have a specific learning disability if the student is
making sufficient response to scientific, research-based interventions and the level of intervention
necessary to sustain the response can only be provided through special education service.
Speech Language Impairment
See Eligibility Criteria for Speech Language Impairment, Appendix G. When Speech Language
Impairment is being considered, the Evaluation Team must include (in addition to the other
required members identified above), a speech language pathologist.
Traumatic Brain Injury
See Eligibility Criteria for Traumatic Brain Injury, Appendix G. When Traumatic Brain Injury is
being considered, the Evaluation Team must include (in addition to the other required members
identified above), a school psychologist and a speech language pathologist.
Visual Impairment
See Eligibility Criteria for Visual Impairment, Appendix G.

16

INDIVIDUAL EDUCATION PLANS (IEPS)
The purpose of an IEP is that it is a written document developed by a team familiar with the student
and is based on the student’s unique needs. It provides for the special education and related services
that are implemented to meet the student’s unique needs. This is the primary means by which
FAPE is provided.
The IEP is developed by the IEP team at a meeting. The District must provide written notice in
advance of the IEP meeting. The Special Education Meeting Notice form must be completed on the
AIM system. See Appendix G. The notice of the meeting should be provided sufficiently in advance
to ensure that the parent can participate in a meaningful manner in the meeting. Generally, five
days’ notice is sufficient. The IEP Team meeting must also be scheduled at a mutually convenient
time.
An IEP must be in effect at the beginning of each school year for each student eligible under the
IDEA. An IEP may have a duration of no more than 12 months. For an initial IEP, the District
must convene an IEP meeting within 30 days of the Evaluation Team meeting to develop the IEP.
The purpose of an IEP meeting is to provide an opportunity for communication between parents
and District personnel and enable them to make joint, informed decisions regarding:
 the student’s needs and appropriate goals;
 the extent to which the student will be involved in the general curriculum and participate in
the regular education environment and district-wide assessments; and
 the services necessary to support the student’s involvement in the general curriculum and
regular education environment and the student’s progress toward the goals.
IEP team decisions should be reached by consensus; majority does not rule. The parent is a vital
member of the team and must be allowed to comment and participate in the development of the
IEP; however, the parent does not have a “veto” right over recommendations by District personnel.
IEP Team
The following are required members of the IEP Team:
 The parent(s) of the child, or the adult student;
 Not less than one regular education teacher of the child (if the child is, or may be,
participating in the regular education environment);
 Not less than one special education teacher of the child or, where appropriate, at least one
special education provider of the child;
 An administrator or designee who  Is qualified to provide, or supervise the provision of, specially designed instruction to
meet the unique needs of children with disabilities;
 Is knowledgeable about the general education curriculum; and
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Is knowledgeable about the availability of resources of the public agency and has the
authority to commit district resources to implement the IEP and can ensure that the IEP
can be implemented;
 An individual who can interpret the instructional implications of evaluation results, who may
be one of the described members of the team.
The following may be included as members of the IEP Team:
 At the discretion of the parent or the agency, other individuals who have knowledge or
special expertise regarding the child, including related services personnel as appropriate (the
knowledge or special expertise is determined by the parent or the District making the invite);
 If appropriate, the student; and/or
 A representative of any participating agency likely to be responsible for providing or paying
for transition services with the consent of the parents or student who has reached 18
If it is not appropriate for the student to attend the IEP meeting, the student’s input should be
obtained prior to the meeting for consideration by the IEP Team.
If the student is receiving related services, the related service provider should attend the IEP Team
meeting.
The IDEA grants a parent the statutory right to participate in the development, review, and revision
of his or her child’s IEP. The IEP Team must provide opportunities for the parent to comment and
participate throughout the meeting. All members of the team must come to IEP meetings with an
open mind and be prepared to make decisions based on sound educational data.
Excusal
Generally, it is advisable to schedule a meeting to ensure that all required members of the IEP team
can attend. If a required member is unable to attend (not the parent), the meeting should be
rescheduled. In the rare instance that a required member of the IEP Team cannot attend, the
member can be excused provided the parent consents prior to the meeting with sufficient time for
the parent to consider the request. The IEP Team Member Excusal form must be completed and the
parent must consent. See Appendix G. The excused team member must submit written input into
the development of the IEP to the parent and the IEP Team prior to the meeting. The written
input must provide adequate information for the IEP team to address the student’s educational
needs and clearly identify the student’s present level of academic achievement and functional
performance in the member's area of the curriculum or related services. The written input must be
attached to the IEP.
Meeting Rules
 A draft of the IEP should be sent home for parents to read prior to the IEP meeting. This
requires service providers to have goals in the system early. The draft is ideally sent home at
least two days prior to the meeting and attempts will be made to send a reminder email prior
to the meeting.
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 The goal is to keep meetings to one hour.
 District personnel must be on time to meetings and should plan accordingly so that they can
remain for the entire meeting.
 The meeting should remain student-focused and student-centered.
 If there is an agenda, it should be followed.
 All relevant information should be shared.
 Participants must be encouraged to ask questions or seek clarifying information if
information provided is not clear.
 The language and demeanor of participants should be respectful. If a meeting becomes
heated, participants should take a break or reconvene the meeting at a later time.
 Side conversations during meetings should be avoided. It is difficult for IEP Team members
to focus on the discussion when team members are having side bar conversations. Devices
should be turned off or to “silent” mode.
 Discussions that do not directly relate to the IEP development should be curtailed. If a
parent wishes to have a more lengthy discussion about activities, curriculum, or program
elements, this should be scheduled for a different time and is not required to be done at an
IEP Team meeting. The discussion at the meeting should be focused on those issues which
have been identified by the IEP Team.
 Participants must have an open mind and avoid making judgments.
 If an attorney shows up at a meeting without any advance notice to the District, cancel the
meeting and reconvene until a later time when the District’s attorney can be present. If an
attorney is to be present, advance notice to the District and parent should be provided.
Development of IEP
The IDEA requires that the IEP be reasonably calculated to enable the student to receive
educational benefit, which means personalized instruction with sufficient support services to permit
the student to benefit educationally from that instruction.
The IEP must be developed on the AIM System. District personnel are encouraged to draft an IEP
document prior to the IEP Team meeting to assist the team in developing the IEP. This may only
be a draft and must be reviewed and revised, as appropriate, by the IEP Team at the meeting. The
document should be marked clearly as “DRAFT.” Failing to consider parental input is called
predetermination (i.e., the District has predetermined a specific decision without input of the parent)
and is a violation of the IDEA.
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The IEP contains the following components:
 Student Information – name, initials, birthdate, age, gender, grade, race, date of last
evaluation/reevaluation, IEP case manager, disability category(ies).
 Parent/Guardian Information – names, addresses, contact information, relationship to the
student
 Strengths, Educational Concerns, and Preferences/Interests – narrative to be completed
regarding the student’s strengths, preferences, and interests (from the student’s perspective),
the parent’s perceptions about the student’s strengths and educational concerns, and District
staff members’ perceptions about the student’s strengths and educational concerns
 Consideration of Special Factors – yes/no questions about the student’s behavior impeding
his/her or other students’ learning, communication needs, assistive technology needs,
whether the student is limited English proficient, and whether the student needs orientation
and mobility services or Braille instruction due to blindness or a visual impairment (any
“yes” answers must be addressed in some manner within the IEP).
 Transition Services – required for students who are or will turn 16 during the duration of the
IEP
 Present Levels of Academic Achievement and Functional Performance and Measurable
Annual Goals
 Progress Report Frequency – designated as quarterly, semester, or other.
 Special Education and Related Services – listing of special education services, related
services, service time, and dates of service.
 Least Restrictive Environment
 Supplementary Aids and Services
 Statewide Assessments
 Districtwide Assessments
 Extended School Year (ESY)
 Need for Reevaluation to determine eligibility
 IEP Accessibility and Responsibilities – this describes how each teacher, related service
provider, and others working with the student will be informed of his or her responsibilities
for implementing the IEP
 IEP Approval
 IEP Meeting Participants
 IEP Meeting Notes
Consideration of Special Factors
In the case of a student whose behavior impedes the student’s own learning or that of others, the
IEP Team must consider the use of positive behavioral interventions and supports, and other
strategies, to address that behavior. Interventions and supports must be addressed in the IEP, but
can be addressed through goals, supplementary aids and services, or behavior plans. If the HSD # 3
team has checked yes to the behavior impeding the student’s own learning or that of others, then a
behavior support plan will be created.
A student has communication needs checked only if the student’s language and communication
difficulties impede or inhibit his or her communication with others. A student who receives speech

20

language services to address pronunciation/articulation needs (i.e., pronouncing “lunch” as
“wunch”), the student does not have communication needs that need to be addressed as a special
factor.
The IEP Team must consider the communication needs of a student who is deaf or hard of hearing
by considering the student’s language and communication needs and opportunities for direct
communications with peers and District personnel in the student’s language and communication
mode.
In the case of a student with limited English proficiency, the IEP Team must consider the language
needs of the student as those needs relate to the student’s IEP.
In the case of a student who is blind or visually impaired, the IEP Team must provide for
instruction in Braille and the use of Braille unless the IEP Team determines, after an evaluation of
the child’s reading and writing skills, needs, and appropriate reading and writing media (including an
evaluation of the child’s future needs for instruction in Braille or the use of Braille), that instruction
in Braille or the use of Braille is not appropriate for the child.
Present Levels of Academic Achievement and Functional Performance (PLAAFPs)
The PLAAFPs describe the student’s level of skill and ability at the time the IEP is developed. The
PLAAFP must:
 Be written in language easily understood by all IEP Team members – acronyms should be
avoided;
 Address both current academic achievement and current functional performance;
 Provide qualitative and quantitative information about current performance;
 Provide the basis for the measurable annual goal (i.e., baseline data) (if a level of
performance is in the goal, the current level of performance is in the PLAAFP); and
 State how the student’s disability affects involvement and progress in the regular curriculum
or for preschool students, involvement in appropriate activities.
OPI provides the following example of a PLAAFP:
Jackson can write numbers to 100 and he can add and subtract single digit numbers. Jackson does not consistently
use borrowing and carrying, so he has difficulty adding and subtracting multi-digit numbers. His second grade
classmates can solve two-digit addition and subtraction problems that require borrowing and carrying, averaging 17 out
of 20 correct. Jackson solved 3 out of 20 correctly. Jackson needs to borrow and carry in order to solve higher-level
math problems.
Given a story starter, June writes three sentences or less and makes approximately twice as many errors (spacing,
spelling, punctuation) as she has words. Her classmates are writing 2-3 five sentence paragraphs. June understands the
sequence words, first, next, and finally, however, she is not using them in her writing.
Measurable Annual Goals (MAGs)
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Measurable Annual Goals (MAGs) set the direction for instruction and assist in determining the
specific courses, experiences, and skills a student will need. The MAG is a desired outcome of
performance that predicts how much the student will progress as a result of specialized instruction
or intervention. There is a direct relationship between the MAG and the needs identified in the
PLAAFPs. Taken together, the PLAAFP and MAG specify how well the student performs today
and how well the student is expected to perform in a year. The MAGs should be written to increase
the student’s successful participation in the general curriculum and meet the needs that result from
the disability.
The IEP Team may develop goals in any service area (i.e., math, reading, etc.) in which the student
has a need for special education or a related service in that area.
Measurable Annual Goals should:
 Be measurable without additional information;
 Allow a calculation of how much progress the student has made;
 Use the same method of measurement as the PLAAFP;
 Provide a way to measure whether the goal has been accomplished;
 Result in the SAME measurement of progress (has the goal been met) if measured by
different people;
The components of a goal are:
 The condition: which describes the circumstances under which the behavior will occur and
sometimes includes the environment in which the behavior will occur;
 The behavior: which identifies what is being measured; usually reflects an action or is directly
observable, is measurable; and
 The criterion: which identifies the level of performance/behavior/skill required to meet the
goal and may include a level of consistency (how often the student must meet the criterion)
and will indicate what is success for this measurable annual goal.
A recommended format for a goal is: Under what conditions, name of learner, will name of behavior to a
specific criterion and consistency.
Benchmarks or Short Term Objectives
Benchmarks or Short Term Objectives are not required unless the IEP Team determines that the
student will take an alternate assessment aligned to alternate achievement standards.
Benchmarks or Short Term Objectives may be included in IEPs for any student if the IEP Team
agrees to provide for them.
If Benchmarks or Short Term Objectives are used, the Measurable Annual Goal does not need to
contain all of the components as long as the information is in the Benchmark or Short Term
Objective.

22

Related Services
Related services are those services necessary to assist a student with a disability to benefit from
special education. Whether a related service for a student is necessary for that student to benefit
from special education is an individualized decision based upon the students by the IEP Team.
Related services include speech-language pathology and audiology services; interpreting services;
psychological services; physical and occupational therapy; recreation, including therapeutic
recreation; early identification and assessment of disabilities in children; counseling services,
including rehabilitation counseling; orientation and mobility services; medical services for diagnostic
or evaluation purposes; related services also include school health services and school nurse services,
social work services in schools, and parent counseling and training. The list of related services
spelled out is illustrative and is not exhaustive.
The term "related services" does not include a medical device that is surgically implanted, the
optimization of that device's functioning (e.g., mapping), maintenance of that device, or the
replacement of that device. However, the District is responsible for checking the external
components of this device to make sure it is working and notify the parent if there is a malfunction.
If the device needs a change of battery during the school day to operate, the District is responsible
for changing routine batteries.
The IEP Team must state the anticipated frequency, location, and duration of related services that
will be provided. For those services that are variable in terms of frequency and/or duration – i.e.,
transportation or nursing services to be provided on an as-needed basis – the service time should be
listed as 1 minute. This ensures that the service is provided, but also protects against requiring any
minimal time when it is not possible to identify the exact duration of the service on a weekly basis.
Transportation
The District must provide transportation as a related service if it is required for the student to
benefit from special education. Like any other related service, this is a determination made by the
IEP Team. If transportation is provided as a related service, it must be provided at no cost to the
parents. The IEP Team must consider how the student's disability affects the student's need for
transportation, including determining whether the student's disability prevents the student from
using the same transportation provided to children without disabilities, or from getting to school in
the same manner as children without disabilities. This is a case-by-case determination.
If the student is able to use the same transportation or get to school in the same manner as children
without disabilities, transportation would not be considered a related service.
Transportation as a related service may be provided via:
 School bus (if appropriate for the student’s needs)
 Contracted services
 Individual Transportation Contract with parent
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Under an Individual Transportation Contract, the parent is reimbursed at rates established by OPI.
The Individual Transportation Contract must be obtained from OPI. Currently, reimbursement for
Individual Transportation Contracts provided when transportation is a related service is:
 35 cents per day, the minimum state/county reimbursement rate, for students who live three
miles or less from the school or a bus stop; or
 the same rate applied for all other students when the student lives three miles or more from
the school or bus stop.
Preschool students with disabilities are entitled to transportation (including Individual
Transportation Contracts) regardless of whether transportation is actually listed as a related service
in the IEP.
Medical and Nursing Services
Medical services are not generally considered to be related services, and thus be required, unless
these services relate to the evaluation of a student for purposes of determining eligibility. Nursing
services, however, may be required to be provided to a student who requires nursing services to
benefit from special education. These services can include assistance with medication needs,
breathing needs, and other care within the scope of practice of a nurse. The IEP Team should
reference if the student has an Individual Health Care Plan in the Supplementary Aids and Services.
The Individual Health Care Plan should be developed in cooperation with the school nurse. If the
student is in need of medical or nursing services, the school nurse should be invited to any IEP
Team meetings to discuss such services.
Least Restrictive Environment
“To the maximum extent appropriate,” an IDEA-eligible student must be placed in the same
classroom and school settings as non-disabled students. This is called the Least Restrictive
Environment (LRE). The IEP Team must determine at the meeting the LRE for the student. The
IEP Team may not determine to remove the student from age-appropriate regular classrooms solely
because of needed modifications in the regular education curriculum.
The IEP Team may determine that the student requires special classrooms or removal from the
regular education environment only when the nature and severity of the disability is such that
education in regular classes with the use of supplementary aids and services cannot be achieved
satisfactorily as evidenced by data maintained regarding the student and information provided by
IEP Team members. Thus, an IEP Team may determine that a student requires a different setting
in order to benefit from special education.
The District is required to maintain a continuum of alternative placements, ranging from less
restrictive to more restrictive. This means a range from regular education classes to special
education/resource classes to isolated classes to special schools to home instruction to
hospitalization or institutionalization. The District’s continuum of placements within its buildings
include:

24








Regular education classrooms (with special education services provided in the classroom)
Resource classrooms
Life skills
Isolated classrooms
Homebound or other outside setting (i.e., public library)
Placement by the District in another educational facility

The placement is not the same as the location. Placement decisions (i.e., setting) are made by the
IEP Team. Location decisions are made by the District (i.e., specific schools, grade). Parents may
indicate a preference regarding location, but the location is determined by District administrators.
The LRE must be determined based upon the individual needs of the student. This means that a
student’s LRE can include a variety of settings throughout the school day if this is appropriate for
the student’s needs.
The following factors should be considered in determining the student’s LRE:
 Academic Benefits (educational benefits available to the student in the regular classroom,
with supplementary aids and services, as compared with the educational benefits of a special
education setting):
 Academic benefit to the student from being in the regular classroom;
 Academic benefit to student from being in instructional setting outside regular
classroom;
 Progress on academic IEP goals and objectives in regular classroom;
 Degree to which student would be able to participate in general curriculum in regular
classroom, with or without modifications; and
 Extent to which appropriate supplementary aids and services to support instruction in
regular classroom have been considered or tried.
 Nonacademic Benefits:
 Other educational benefits the student has or would receive from placement in the
regular classroom in areas such as language, social skills, behavior, self-esteem;
 Progress student has or would make on nonacademic goals in the regular classroom;
 Nonacademic benefit student would have or receives in special education setting;
 Degree to which the student interacts with other students in the regular classroom;
 Degree to which the student acquires appropriate communication and social skills
modeled by non-disabled students; and
 Extent to which appropriate supplementary aids and services to support placement in
regular classroom have been considered or tried.
 Disruptive Effects (effect of the student’s presence on the teacher and other students in the
regular education classroom):
 Degree to which the student would disturb or distract other students in the regular
classroom or otherwise disrupt the learning environment;
 Student’s history or propensity of unruly, aggressive, violent, or assaultive behaviors,
including injuries to others resulting from this behavior;
 Student’s history or propensity of sexually inappropriate behaviors or sexual harassment
of teacher or other students;
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Extent to which appropriate supplementary aids and services have been considered or
used to control the disruption or detrimental impact on the regular education
environment; and
Amount of time the regular education teacher would be required to devote to the
student

As an additional factor, but not the sole or determinative factor, the IEP Team can also consider the
cost associated with placing the student in a regular education setting by considering the cost of
providing services in the regular education setting as opposed to the cost of providing services in a
special education setting in relation to the total budget and the impact of these costs on the
District’s ability to meet other student’s needs.
In determining the LRE, the IEP Team must answer the following questions in the IEP:
 Whether the student’s educational placement is based upon the student’s IEP;
 Whether the student’s educational placement is as close as possible to the student’s home;
 Whether the student’s educational placement is in the school that the student would attend if
the student did not have a disability;
 Whether the IEP team considered any potential harmful effect of the educational placement
on the student or on the quality of needed services.
If the IEP Team answers any of these questions “no,” it must provide a written explanation for its
response.
The IEP Team must also explain the reasons for shortening or expanding the student’s school day
beyond what is attended by nondisabled students.
Special education and related services must be provided by or directed by qualified personnel
(special education teacher, speech therapist, etc.) regardless of the setting. This means that even if a
student is receiving special education or related services in the regular education environment, these
services must be provided by a special education teacher or licensed related service provider or
someone under their direction.
Progress Reporting
The District must send periodic reports of the student’s progress toward the goals in the IEP. The
frequency of progress reporting is determined by the IEP Team, but must, at a minimum, align with
the timing of when report cards are provided to regular education students.
The District must complete the Progress Report form on the AIM System. The Progress Report form
is automatically generated from the student’s IEP on AIM. Caution should be used when generating
the Progress Report on AIM to ensure that it contains the same goals agreed to by the parent.
Progress reporting is not required on short-term objectives or benchmarks provided that the
progress is reported regarding the associated goal.
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Progress reporting must be based upon the data maintained in accordance with the measurement
tool identified in the goal. For example, if the goal states that the student’s progress will be
measured by teacher observation, the teacher must maintain data regarding observations.
Comments may be provided regarding progress but should be limited to the information being
reported.
Supplementary Aids and Services
The IEP must include supplementary aids and services, based on peer-reviewed research to the
extent practicable, to be provided to the child, 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 child:
 To advance appropriately toward attaining the annual goals;
 To be involved in and make progress in the general education curriculum and to participate
in extracurricular and other nonacademic activities; and
 To be educated and participate with other children with disabilities and nondisabled children
in the activities described in this section.
The IEP does not have a section for accommodations necessary for the student (except for those
specific for assessments); thus, accommodations and other aids and services and modifications must
be listed in the Supplementary Aids and Services section. The IEP Team needs to also describe the
settings in which the student requires the accommodations.
Accommodations change how something is done but does not change the learning standard for the
student – the student is still expected to meet the same learning targets as nondisabled peers.
Modifications change the learning standards – these include the provision of alternate curriculum,
assignments, and grading.
The Supplementary Aids and Services is where to address intensive paraprofessional support, which
is referred to as adult support, the provision of a health plan (for a student with significant medical
needs), the provision of a behavior intervention plan, and adaptive equipment. It is also where
services provided on a consult basis are addressed. Consultation is not a special education or related
service.
Although the supplementary aids and services to be provided need to be based upon peer-reviewed
research to the extent practicable, this does not mean that the specific methodology employed need
be determined by the IEP Team or stated in the IEP.
Assessments
The IEP Team must determine if the student will take the standard assessment or whether the
student qualifies for the alternate assessment.
To qualify for the alternate assessment, all of the following questions must be answered “yes” by the
IEP Team:
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 Does the student have an active IEP and receive services under the Individuals with
Disabilities Education Act (IDEA)?
 Do the student’s demonstrated cognitive abilities and adaptive behavior require substantial
adjustments to the general curriculum?
 Do the student’s learning objectives and expected outcomes focus on functional application
of skills, as illustrated in the student’s IEP annual goals and short-term objectives?
 Does the student require direct and extensive instruction to acquire, maintain, generalize and
transfer new skills?
The determination of whether a student qualifies for an alternate assessments cannot be based upon
the student’s:






Excessive or extended absences;
Disability category;
Social, cultural or economic differences;
Amount of time receiving special education services; and
Academic achievement significantly which may be lower than his or her same age peers.

If the student does not qualify for the alternate assessment, the IEP Team must determine whether
the student requires accommodations for the standard assessment. If the IEP Team determines it is
necessary for the student to have accommodations for the standard assessment, it must list all
accommodations needed in the IEP. The student will not be granted accommodations at the time
of the assessment that are not contained within the IEP.
Extended School Year (ESY)
Extended School Year (ESY) is the provision of special education and related services beyond the
normal school year. ESY services are provided when it is necessary for a student to maintain
identified skills and to prevent or avoid substantial loss of previously acquired or emerging skills or
behaviors. ESY is the exception, not the norm. ESY is also not the same as summer school.
The IEP Team must determine whether the student requires ESY for each Measurable Annual Goal.
ESY is determined on the basis of regression/recoupment, which compares the amount of a
student’s regression as a result of an interruption in education services with the amount of time
required to regain the prior level of skill. The IEP Team may use a variety of factors to assist in
determining if the student has regression/recoupment needs:







The nature and severity of the student's disability;
The ability of the student’s parents to provide educational structure in the home;
Behavioral and physical impairments;
The ability of the student to interact with peers;
The student's vocational needs;
The availability of alternative resources; and
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 Whether there are “emerging skills” and “breakthrough opportunities,” as when a student is
on the brink of learning to read.
The IEP Team’s decision regarding ESY must be made on the basis of data maintained by the
District. Data should be maintained regarding the student’s regression and recoupment of skills
over school breaks (i.e., Christmas, spring break). Data for documenting regression/recoupment
may come from:
 Progress reports
 Behavioral data
 Data maintained regarding progression toward goals
 Parent reports regarding skill loss/retention over breaks
 Staff observations
 Curriculum-based assessments
Reasonable recoupment periods are:





20-30 instructional days if the break is 6-8 weeks
5-10 instructional days if the break is 3-5 weeks
3-5 instructional days if the break is 2 weeks
2-3 instructional days if the break is 1 week or less

See Sample ESY Data Form, Appendix D.
IEP Accessibility
The IEP must be accessible to each regular education teacher, special education teacher, related
service provider and any other service provider who is responsible for its implementation. The case
manager is responsible for informing all staff members responsible for implementation of the IEP
their specific responsibilities related to that implementation. The case manager may do this by
provided electronically, verbally or on paper. If any of these individuals are given a copy of the IEP,
she or he must ensure that confidentiality of the IEP is maintained at all times in the same manner
as other special education records, including storage of and access to the IEP. Ongoing follow-up
should occur to ensure that the accommodations, modifications and supports are provided in accord
with the IEP.
Because of confidentiality requirements, it may not be necessary to provide entire copies of the IEP
to all staff members working with the student. The case manager may notify staff members who
have an interest in a student’s supplementary aids and services using the Supplementary Aids and
Services form, see Appendix G.
Meeting Notes
IEP Meeting Notes should be used to record:
 Any discussion of options considered, options rejected, and reasons for rejection of
proposals for initiating or changing the student's identification, evaluation, educational
placement or the provision of FAPE;
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 The basis for rejecting any services or implications for educational planning recommended
by the Evaluation Team;
 Necessary information regarding IEP services not recorded elsewhere in the IEP document;
and
 If the meeting was rescheduled, reasons for rescheduling.
The IEP Notes section is not intended to be a verbatim recording of the IEP meeting, such as, who
attended, when the meeting started, when the meeting ended, or what individuals shared. It is not
necessary to record everything that is said. Information does not need to be in the IEP Notes unless
the information is relevant to the development of the IEP and is not recorded in other sections of
the IEP.
IEP Notes are generally kept by the case manager, but another designated staff member can take
notes if requested by the case manager. Handwritten notes must be either attached to the IEP or
typed into the Notes section.
IEP Meeting Participants
All IEP Team meeting participants must sign the portion of the IEP to indicate that they
participated in the IEP Team meeting. Signing this section of the IEP is not consent to the
implementation of the IEP. There is a separate section for a parent to consent to the IEP.
Review and Revision of IEP
The IEP Team must convene, at a minimum, a meeting on an annual basis that is within 12 months
of the adoption of the IEP (except in rare circumstances) to consider the student’s goals and
placement. At a minimum, the District must provide a copy of the Procedural Safeguards at the
annual IEP Team meeting and should document the provision of the Procedural Safeguards in the
IEP Meeting Notes.
The District must convene an IEP Team meeting prior to the expiration of the IEP if:
 The student has achieved the Measurable Annual Goal prior to the expiration of the IEP;
 The student is not making expected progress toward the Measurable Annual Goal or in the
general education curriculum;
 Staff members or the parents believe the student may have additional needs not previously
served;
 There is a reevaluation which needs to be considered by the IEP Team regarding the
student’s needs; or
 There are changes to the student’s needs as a result of a reevaluation or need for
reevaluation that need to be considered by the IEP team.
Generally, it is advisable to convene an IEP upon the request of a parent for any reason or for any
other reason it may be necessary to review and/or revise the student’s IEP.
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The IEP Team determines whether a reevaluation of a student is appropriate. It is not necessary to
conduct a reevaluation of a student to add additional service areas within an IEP, including related
services. The IEP Team must document and justify how the new service area is related to the
student’s needs and provide data to support this. The IEP Team can determine to provide these
additional services through an IEP amendment.
If a meeting is reconvened prior to the expiration of an IEP, the IEP Team can amend the current
IEP to address revisions in goals, placement or services. If the IEP is amended, the original IEP’s
expiration date (12 months from adoption) remains and the IEP Team must convene by the
expiration. The IEP Team could also alternatively adopt a new annual IEP, in which case the 12month deadline starts over upon the adoption of the new IEP. It is generally advisable to amend an
IEP for a small number of revisions to the IEP, while significant revisions to an IEP may result in a
new IEP being written.
Provided that the District convenes an IEP Team meeting on an annual basis (i.e., before the IEP
expires), it is not necessary to convene an IEP Team meeting to revise an IEP before its expiration
if both the parent and District agree. If the parent and District agree no meeting is necessary, an
IEP amendment should be completed and sent to the parent for consent. While minor revisions to
an IEP may not require a meeting, substantial revisions to an IEP should occur only after an IEP
Team meeting.
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PARENT PARTICIPATION AND CONSENT
Attendance at IEP Meetings
Districts are held to a very high standard when it comes to parent participation at an IEP meeting.
Every reasonable effort should be made to include parents in an IEP meeting. The District should
take action to ensure that a parent understands the proceedings of the IEP Team meeting, including
arranging for and paying for an interpreter for a deaf parent or a parent whose native language is not
English.
While the in-person attendance of a parent is preferable, the law permits an IEP Team meeting to
convene with the parent appearing by telephone or videoconference. Efforts should be made first
to secure the in-person attendance of a parent, but if not possible, the District should make
arrangements for the parent to attend via telephone or videoconference. The parent’s attendance
through alternative means should be documented in the IEP Meeting Notes. A draft IEP should be
sent to the parent in advance of the meeting. Following the meeting, the District must provide
copies of all documents shared at the meeting and provide the parent with a copy of the IEP
developed at the meeting.
In rare circumstances, an IEP Team meeting can proceed without the presence of a parent (in
person or by other means). This can occur only when the District is unable to convince the parents
they should attend. Before a meeting without a parent in attendance can proceed, the District must
make multiple attempts to reach a mutually agreeable meeting time with the parent and must
document such attempts. These attempts can be records of telephone call made and the results of
those calls, written correspondence sent to the parent and any responses received, and records of
any personal visits to the parent’s home or workplace and results of such visits.
There are occasions when it is difficult to reach a mutually-agreeable time with a parent for an IEP
Team meeting prior to the expiration of an IEP. Although the District is required to convene an
IEP Team meeting to develop a new annual IEP before the previous one expires, the Ninth Circuit
Court of Appeals recently ruled that it is better to reschedule a meeting with a parent after the
expiration of the IEP than to meet without a parent prior to the expiration. To avoid this, IEP
Team meetings should be scheduled well in advance of the expiration of the IEP. In the event that
this circumstance may arise, the case manager must promptly contact the Director of Special
Services.
If a meeting proceeds without a parent in attendance, the District must send Prior Written Notice,
with a copy of the IEP, to the parent following the meeting explaining the decisions made by the
IEP Team during the meeting, the reasons and bases for those decisions, alternatives considered,
and the other required portions of a Prior Written Notice (see glossary).
Consent
A parent is not required to consent to an IEP at the IEP Team Meeting; the parent must only sign
as a participant at the IEP Team Meeting. Whether the parent consents to the IEP at the end of the
meeting or requests time to consider the IEP, the District must provide the parent with a copy of
the IEP.
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A parent has three options in responding to a request to consent to an IEP drafted by the IEP Team
at a meeting:
 Consent wholly to the IEP
 Consent with specific stated exceptions
 Reject the IEP
When a parent consents wholly to an IEP, the District must begin implementing the IEP upon
receipt of the consent as it is set forth in the IEP document.
When a parent consents with specific-stated exceptions, the District must immediately begin
implementing those areas in which the parent provided consent within the IEP. The District must
also begin engaging in attempts to resolve the areas of disagreement with the parent (i.e., the specific
stated objections) to reach resolution, including convening additional IEP Team meetings. If it is an
initial IEP, the District can only implement the areas in which the parent has provided consent and
must try to resolve the areas of disagreement. If it is an annual IEP and the student has previously
had an IEP, the District implements the areas of agreement for the new IEP and continues to
implement the prior IEP where there is currently disagreement while attempting to resolve these
issues.
When a parent rejects an initial IEP, the District cannot implement any portion of that IEP. The
District should attempt to resolve the disagreement with the parent. If the disagreements cannot be
resolved, the District must issue a Prior Written Notice explaining its proposed IEP, reasons and
bases for that IEP, any rejections of the parent’s requests for that IEP and reasons and bases for
those rejections, any other alternatives discussed, and the other required portions of a Prior Written
Notice (see glossary).
When a parent rejects an annual IEP, the District must continue to implement the last-agreed upon
IEP. The District should attempt to resolve the disagreement with the parent. If the disagreements
cannot be resolved, the District must issue a Prior Written Notice explaining its proposed IEP,
reasons and bases for that IEP, any rejections of the parent’s requests for that IEP and reasons and
bases for those rejections, any other alternatives discussed, and the other required portions of a
Prior Written Notice (see glossary). Until the parent consents to a new IEP, the District must
continue to implement the last-agreed upon IEP.
If a parent does not respond to attempts to obtain consent for an annual IEP – neither specifically
consenting to or rejecting an IEP – the District must make informal (but documented) attempts to
obtain consent. If, after the informal attempts and a reasonable amount of time has passed, a parent
does not respond to the requests to obtain consent, the District must send written notice to the
parent again requesting consent and informing the parent that it will implement the new IEP within
15 days of the notice if the parent does not respond. If there is no response within 15 days of the
letter, the District must implement the new IEP unless the parent exercises his or her procedural
rights (i.e., mediation or due process). See Sample 15-Day Letter, Appendix E. This does not apply
to initial IEPs.
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Unmarried or Divorced Parents
Unless there is a court order restricting the rights of a parent, unmarried or divorced parents have a
right to the education records of their child. They also have the right to participate in the decisionmaking of their child.
The decision-making rights of unmarried or divorced parents, however, does depend upon the
language of any parenting plans or court orders explaining those rights. Where there is no parenting
plan or court order restricting a right or granting joint decision-making rights to both parents, either
parent may grant consent to an evaluation or IEP. This means that upon receipt of one parent’s
consent, the District can proceed with an evaluation or implementation of an IEP.
If there is a parenting plan or court order providing joint decision-making, both parents must
consent prior to proceeding with an evaluation or implementation of an IEP. If only one parent
consents and the other refuses consent, the District must attempt to resolve the disagreement with
both parents in order to obtain the consent of both parents. If the student has an IEP, the District
will continue to implement the last-agreed upon IEP until such time as both parents consent to a
new IEP.
See Unmarried or Divorced Parent Guidelines, Appendix F.
If the parents are married, either parent can provide consent.
Revocation of Consent
A parent may revoke consent to the provision of special education and related services to his or her
child at any time. The revocation of consent from the parent must be in writing. OPI has provided
a sample revocation form. See Revocation (Withdrawal) of Consent for Services, Appendix G.
In conjunction with providing the revocation form, the District must send Prior Written Notice to
the parent informing him or her of the implications of revoking consent. OPI has provided a
sample prior written notice for revocations form. See Prior Written Notice – Revocation of Consent, Form
____ (this form should only be used for revocations). The District must identify a date services will
cease.
Once the written revocation has been received and prior written notice has been provided, the
District must cease providing all special education and related services to the student. The student is
exited from special education and any IEP that was in place is no longer valid. No evaluation is
necessary to exit the student from special education. The parent and student are also no longer
protected by the IDEA procedural safeguards. Once revocation is effective, the District is not
obligated to reconvene an IEP Team meeting to consider the student’s IEP.
The District may not use mediation or due process to challenge the parent’s revocation of services.
If the parent later requests an evaluation, the evaluation is an initial evaluation and requires a referral.
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In the event that the parents are unmarried or divorced and there is no parenting plan or court order
requiring joint decision-making, either parent can revoke consent to the provision of special
education and related services. The revocation is effective in the same manner as any other
revocation. The other parent may request the student be referred for special education services and
consent to an evaluation. In this instance, the District must respect each parent’s revocation or
consent once provided even if it results in a student being exited from special education to being
evaluated again for eligibility within a short time period.
Transfer of Rights
All parent rights under the IDEA transfer to the student upon reaching the age of 18 unless the
parent provides a court order appointing the parent or another person as guardian of the student.
Prior to a student reaching the age of 18 (at least one year in advance), the District must provide
notice to the parent and student about the transfer of rights. See Transfer of Rights (parent and
student), Appendix G. The IEP also contains a section identifying the date upon which the rights
transfer to the student (i.e., 18th birthday).
Surrogate Parents
The District must nominate a surrogate parent to ensure the rights of a student are protected if:
 No parent can be identified;
 After taking reasonable efforts to locate the parent, the District is unable to find the parent;
 The child is a ward of the state and the rights of the child’s parents have been permanently
terminated by a court of competent jurisdiction; or
 The child is an unaccompanied homeless youth as defined by the McKinney-Vento Act.
The District must file legal pleadings with the Youth Court for Ravalli County within 10 calendar
days of becoming aware the student is in need of a surrogate parent. The case manager must
contact the Director of Student Services promptly upon becoming aware that a student may need a
surrogate parent and legal advice should be sought.
The District designees to seek appointment of a surrogate parent are the Director of Student
Services or the Superintendent.
The person selected as a surrogate parent must be an adult who:
 Is not an employee of the Office of Public Instruction, the District or any other agency that
is involved in the education or care of the student (including any case workers);
 Has no interest that conflicts with the interest of the student he or she represents; and
 Has the knowledge and skills that ensure adequate representation of the student.
Whenever practicable, the surrogate parent must be familiar with the cultural or language
background of the child. The District may nominate as a surrogate parent a person who is an
employee of a nonpublic agency that only provides non-educational care for the child and who
meets the above standards.
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The youth court must act within 20 calendar days of receipt of the legal pleadings. If the youth
court fails to act within 20 days, the person nominated by the District will legally be authorized to
act as a surrogate parent. The youth court must act within 20 calendar days of receipt of the legal
pleadings if it wishes to reject the nominee.
The surrogate parent is required to:
 Whenever practicable, be knowledgeable about the educational system and special education
requirements and the legal rights of the student in relation to the educational system;
 Represent the student in all decision-making processes concerning the student’s education
by becoming thoroughly familiar with the student’s history contained in school or other
records;
 Comply with all state and federal confidentiality laws;
 Approve or disapprove of the student’s educational evaluation and placement; and
 When necessary, initiate any mediation, hearing, or appeal procedures in the best interests of
the student.
The District must reimburse the surrogate parent for all reasonable and necessary expenses incurred
in performing his or her duties.
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TRANSITION SERVICES
Beginning with the IEP that will be in effect when the student turns 16, the IEP Team must address
postsecondary transition services for the student. This means that the IEP Team must address
Transition Services if the student will turn 16 during the term of the IEP. If the IEP Team
determines it is appropriate, it may address postsecondary transition services for a student prior to
age 16.
For the IEP Team meeting for the development of the IEP that will be in effect when the student
turns 16, the District must invite the student to the meeting for the discussion of Transition
Services. If the student does not attend, the District must ensure that the student’s strengths,
preferences, and interests are provided in advance and considered by the IEP Team.
The IEP meeting notice must indicate that the purpose of the meeting will include the discussion of
Transition Services. Because Transition Services are often provided by outside agencies after the
student graduates, the District must identify all agencies that may be responsible for providing these
services to the student and, with the prior consent of the parent, invite representatives of these
agencies to the IEP Team meeting.
The IEP must address the student’s measurable postsecondary goals, which are designed to address
the student’s post-school goals after leaving school. The goals (and assessments upon which they
are based) fall into four categories:





Education
Training
Employment
Independent Living Skills

Depending on the individual student, it may not be necessary to address all four areas. The goals
and assessments given must be chosen based upon the unique characteristics and needs of the
student.
The District does not have to complete progress reports on measurable postsecondary goals.
The measurable postsecondary goals must be based on age-appropriate transition assessments.
These are formal and informal assessments which:
 Provide relevant information about the student in relation to key areas for transition
planning
 Provide information about the student’s current levels of functional performance
 Indicate appropriate accommodations to support student success
 Provide a basis for measurable postsecondary goals
 Provide a basis for measurable annual goals
They should also provide information about a student’s strengths and needs to prepare for postschool activities, which could include (depending on the individual student): postsecondary
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education, vocational education, integrated employment, adult or continuing education, adult
services, independent living, participation in the community, self-determination, and/or parenting.
Educational assessments include:
 Classroom-based assessments
 Grade or school wide assessments
 Academic assessments (i.e., subject area assessments)
 Observation reports by teachers, employers, parents, or other District personnel
Employment assessments include:
 Ratings of employability
 Vocational interest inventories
 Functional skills assessments
 Structured assessments in the work setting
 Evaluations of interview experience
 Work skills assessments (punctuality, work completion, dress, handling criticism)
 Employer references
Training assessments include:
 Armed Services Vocational Aptitude Battery (ASVAB)
 Computerized skills assessments
 Montana Career Information Service (MCIS)
 Self-determination scales
 Vocational Readiness Ratings
Independent Living Skills include:
 Daily living skills assessments
 Assistive technology evaluation
 Independent living skills assessments
Assessments may provide information on more than one area.
In addition to measurable postsecondary goals, there must also be a description of the Transition
Services which are services provided to the student prior to leaving school to assist him or her to
meet the measurable postsecondary goals. The Transition Services are to be provided in the
following areas:
 Instruction – the academic/lifelong learning skills necessary for the student to complete
needed courses, succeed in the general curriculum, and gain needed skills (i.e., development
of self-advocacy skills, ability to use various means of communication, ability to address
personal safety)
 Employment – instructional activities, techniques, and services to assist the student to find
his/her desired job (i.e., work experiences, interview opportunities, career counseling)
 Community Experiences – experiences in the community that benefit the student to prepare
for post-school life (i.e., participating in community events, field trips, volunteering)
 Post-school Adult Living – activities to assist the student in developing skills needed to live
as an adult (i.e., shopping, money management)
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 Related Services – activities to assist the student in seeking assistance from other agencies
(i.e., researching and communicating with Vocational Rehabilitation services)
 Daily Living Skills (if appropriate) – activities to assist the student (if appropriate) with daily
living skills (i.e., cooking)
 Functional Vocational Assessments – information gathered through situational assessment,
observations, surveys, interviews, or formal measures with a focus on practical skills for
job/career aptitudes and skills.
To address these required components, the IEP Team needs to describe the student’s wishes for
post-school activities. This information should be gathered from the student, parent, and any staff
members who may have discussed these wishes with the student. The IEP Team must also describe
the assessments conducted and develop the measurable postsecondary goals.
The IEP Team must also describe those courses within the school the student needs to achieve the
goals. This includes estimating the student’s graduation date, calculating the credits earned by the
student at the time of the IEP development, and calculate the number of credits necessary. The
courses listed include those in which the student is currently enrolled as well as those courses which
may be available for the student to achieve the goals and graduate. Courses listed for future school
years are options; the courses listed for future school years are not to be treated as determinations
that the student will be in those courses for that given school year.
The IEP Team must then address the Transition Services to be provided to meet the goals. These
are services provided prior to the student leaving school. The IEP Team must designate those
individuals responsible for providing the services, who can include the student, parent, and District
staff members. While the IEP Team may designate other agencies as responsible for these services,
the District is responsible for implementing alternative strategies if the outside agency fails to
provide the service.
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IMPLEMENTATION OF IEPS
The District is responsible for implementing the IEP as it is agreed upon by the IEP Team. Failure
to implement the agreed-upon IEP is a violation of the IEP. The District also cannot unilaterally
change a student’s IEP or placement without permitting parental participation and obtaining
parental consent (except where the parent fails to respond to attempts to obtain consent and the
District has sent the 15-day implementation notice).
If it becomes necessary to revise an IEP, including a student’s placement, to ensure that the District
can implement it, the District must convene an IEP Team meeting or seek consent from the parent
to amend the IEP without a meeting if minor.
The licensed special education teacher is responsible for implementing special education services. In
the alternative, the special education teacher may direct other personnel (i.e., paraprofessionals) to
provide the special education services to the student. Likewise, related service providers (i.e.,
physical therapists, speech-language pathologists, occupational therapists) are responsible for
implementing related services or providing direction to other staff members to provide these
services. Special education teachers and related service providers cannot wholly delegate their
responsibilities to provide special education and related services to students – if they cannot provide
the services directly, they must provide direction and supervision for the staff member providing the
services.
Because the nature of the services to be provided may be reliant upon one staff member or provider,
it is not unusual for a student to miss a session if the staff member or provider is absent.
Infrequent, isolated absences are permitted under the IDEA and do not require a “make-up”
session. Where the absences or missed sessions become more frequent, “make-up” sessions may be
required if the student is harmed by the absences.
Missed sessions under the following categories would indicate there has not been educational harm:
 Educationally Justifiable – school related activities such as assemblies, field trips, PIR early
outs, etc.
 Infrequent – not a significantly large number of missed sessions missed due to provider sick
leave, personal leave, trainings, meetings, etc.
If student has missed a significant number of instruction or therapy sessions, the student’s progress
over the period of time sessions were missed must be assessed. The staff member or provider must
contact the Director of Student Services if progress is not sufficient or the student has regression.
Based upon the data gathered, reasons for the missed sessions, and nature of harm, the Director of
Student Services may provide “make-up” sessions or request an IEP Team meeting to discuss the
issue.
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GRADING, PROMOTION, AND GRADUATION
Grading
Grading policies must be adopted and implemented on a nondiscriminatory basis. The District may
offer pass/fail grading or grades awarded based on an alternate achievement standard, provided
these options are available to all students.
The IEP Team may provide for modified grading for a student with a disability if appropriate for the
student’s needs. Modified grades are grades that are based on a curriculum that is modified for an
individual student. A modified curriculum is one in which the expected learner outcomes
are different from those of the student’s grade-level peers. The IEP Team individualizes modified
expected outcomes for the student. Modified grading may be provided by the IEP Team in the IEP
regardless of the placement of the student. This means that modified grading may be provided to
special education students placed in the regular education setting. If the student is placed in a
regular education classroom, grading should be a collaborative effort between the regular and special
education teachers. The standards for modified grading must be addressed in the IEP; teachers do
not have discretion to apply these standards if set forth in the IEP.
The IEP Team may also determine a student with disabilities should receive no credit in a regular
education classroom. In such event, the IEP Team would establish grading or assessment criteria in
the IEP. This criteria could include the student’s progress toward meeting annual goals.
The District may not identify a student’s special education classes on the student’s transcript. The
District may use other descriptive phrases for classes provided that the description does not identify
the student or the class as special education. The transcript may also not reflect that a student was
subject to modified grading or a modified curriculum.
A student receiving modified grading is eligible for honor roll, class ranking, or
valedictorian/salutatorian honors based upon the same objective criteria to which nondisabled
students are subject.
Promotion
When a student is at a major transition point – preschool, elementary, middle school, and high
school, the student will receive a new case manager. The transition “sending” case manager will
provide the “receiving” case manager written summary of academic and behavioral assessment to
assist in development of general education curriculum coursework, IEP goals and LRE options.
A student who reaches 14 on or before September 10th of the school year and is not receiving grades
under his or her IEP should be promoted to high school.
In promoting a student from middle school to high school, the District should strongly consider the
student’s chronological age and physical development as well as the LRE.
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Graduation
Under Montana law, the District is responsible for providing FAPE to a student until that student
graduates or ages out of the system. A student ages out of the system if before the beginning of any
new school year, the student has turned 19 on or before September 10th. An eligible student who is
18 at the time of the start of the school year through September 10th is entitled to special education
and related services even if that student turns 19 during the school year unless the student has met
the requirements for graduation. Staff members must contact the Director of Student Services
regarding students who are at risk of aging out.
Graduation Requirements
Graduation is considered a change of placement, which means that the decision regarding an IDEA
eligible student graduating must be made by the IEP Team. An evaluation is not required prior to
determining whether a student is eligible to graduate.
The IEP form which includes Transition Services also includes a section regarding graduation.
There is also a separate graduation form on the AIM system that contains the same information. If
the separate form is used, the District must also provide Prior Written Notice explaining the
graduation decision.
For each annual IEP starting with the IEP that will be effective when the student turns 16, the IEP
Team must determine:
 Whether the student is projected to meet the District’s graduation requirements (these are
the same requirements to which nondisabled students are subject for purposes of being
eligible to graduate); or
 Whether the student is projected to substantially complete his or her measurable annual
goals and does not need new annual goals.
A student can meet District graduation requirements even if the student is receiving modified
grading or modified curriculum. A student may seek a waiver of a graduation requirement pursuant
to Board Policy 2085. If any graduation requirements are waived for the student, the student can
still be considered to meet District graduation requirements.
If the IEP Team determines that the student will not meet the District’s graduation requirements or
will not substantially complete the measurable annual goals and does need new annual goals, the IEP
Team will need to develop a new annual IEP with new measurable annual goals.
A third option available is where the student will not meet District graduation requirements or will
not substantially complete his or her measurable annual goals, but will age out of the system. The
case manager must contact the Director of Student Services if the student is at risk of aging out of
the system prior to meeting graduation requirements.
An IDEA-eligible student who is determined by the IEP Team will meet District graduation
requirements or will substantially complete his or her measurable annual goals and does not need
new annual goals is eligible to graduate.
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Summary of Performance
The District must complete a Summary of Performance for an IDEA-eligible student who is
graduating or is aging out of the system. The Summary of Performance must contain a summary of
the student’s academic achievement and functional performance, which shall include
recommendations on how to assist the student in meeting the child’s postsecondary goals.
See Summary of Performance, Appendix G.

Diplomas
An IDEA-eligible student who has been determined to be eligible to graduate by his or her IEP
Team is entitled to a regular diploma regardless of whether the student met District graduation
requirements or substantially completed his or her measurable annual goals and is not in need of
new annual goals.
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TRANSFER STUDENTS
If a student moves into the District while in the process of being evaluated (regardless of the
location from which the student moved), the District is required to complete an evaluation of the
student. The District is not required to complete the evaluation within 60 days, but rather must
complete the evaluation as soon as feasible.
Students moving within Montana
The District is not required to evaluate a student moving within Montana who has been determined
by another district to be eligible.
For those students who have been determined to be eligible by another Montana school district and
have an IEP in effect at the time of transfer, the District must continue to provide FAPE by
providing services comparable to those services in the student’s existing IEP. Within a reasonable
time period after the student’s transfer, the District should convene an IEP Team meeting to
determine whether to:
 Adopt the IEP from the previous district;
 Amend the IEP from the previous district;
 Develop a new IEP.
If the student’s IEP is expired (i.e., over 12 months old), the District must convene an IEP Team
meeting to adopt a new IEP.
Students moving from outside of Montana
For those students who have been determined to be eligible by another school district outside of
Montana and have an IEP in effect at the time of transfer, the District must continue to provide
FAPE by providing services comparable to those services in the student’s existing IEP. Within a
reasonable time period after the student’s transfer, the District must either:
 Refer the student for a special education evaluation and send the parent an Evaluation Plan
in which to seek consent to conduct an evaluation; or
 Convene an IEP Team meeting to develop a new IEP.
The District must continue to provide comparable services under the student’s existing IEP until the
parent consents to the implementation of a new IEP. If the existing IEP is being implemented at
the time progress reporting is required, the case manager must develop a form that will report the
student’s progress on that existing IEP. The case manager will not be able to use AIM to generate a
progress report because the existing IEP from another state was not developed through AIM.
If the District is aware that the student has been determined to be eligible for special education in
the previous district (regardless of its location) but is unable to obtain a copy of the student’s IEP,
the District must promptly convene an IEP Team meeting to develop an IEP for the student.
See Transfer Student Documentation form, Appendix G.
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PRESCHOOL SERVICES
Preschool services are part of the continuum of services the District must provide. The District
offers a preschool program on the campus of Hamilton Middle School..
Under Montana law, the preschool program (for children between the ages of three and five) must
be offered free of charge. The law also requires that the preschool program is operated as an
integral part of the elementary school.
Pursuant to the District’s Child Find activities, preschool aged children between ages three and five
are identified either by transitioning from Part C services or through preschool screening activities.
When the District conducts an evaluation of a student transitioning from Part C services, it must
provide a copy of the Eligibility Determination from the Evaluation Report (with the written
consent of the parent) to the Part C agency if it is not in attendance at the Evaluation Report
meeting.
Unless the student is not located or identified prior to turning three, the District must ensure that an
IEP has been adopted prior to an eligible child’s third birthday. The IEP incorporates the same
categories as an IEP for a K-12 student, including consideration of ESY services.
Although the law does not require school districts to provide preschool services to nondisabled
students, the District must provide special education preschool services in the LRE. Thus, a
preschool student must be educated along nondisabled peers to the maximum extent appropriate.
The special education preschool student may only be removed from the regular education setting if
the nature and severity of the child's disability prevents him from receiving a satisfactory education,
even with the use of supplementary aids and services. To meet the LRE requirement, the District is
required to place preschool students as appropriate with nondisabled peers. This can include
placement in programs operated by the District that are open free of charge to nondisabled
preschool students or in other programs with nondisabled peers.
Preschool Outcome Measures
Preschool outcome measures must be completed for preschool-aged children:
 Within 30 days of a determination of eligibility (provided it is at least six months prior to the
child’s sixth birthday); and
 Upon the occurrence of either:
 The time a preschool-aged child is exited from special education and related services (if
determined to no longer be eligible or in need of special education and related services);
or
 Within 90 days of the child’s sixth birthday for a child who will continue to receive
special education and related services.
Preschool outcomes are measured through various assessments and/or a review of data in the
child’s file. Parental consent is not necessary to measure preschool outcomes.
Assessments can be conducted by the child’s case manager, or anyone else with knowledge of the
child’s performance, including the child’s parent. The District should request assessment and
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outcome measurement information during the transition meeting for any student transitioning from
Part C services.
The Preschool Outcome Measures form must be completed separate from an IEP or Evaluation
Report.
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ASSISTIVE TECHNOLOGY
The IEP Team must determine whether the student requires Assistive Technology and/or Services
as part of its consideration of special factors. A student requires Assistive Technology and/or
Services it is necessary for FAPE and/or for the student to benefit from the educational services
provided. The IEP Team must consider the individual student’s Assistive technology needs in
relation to his or her education program.
The term “assistive technology” encompasses a broad range of assistive devices from
“low-tech” to “high-tech” learning tools.
 Low-tech examples: pencil grips, highlighters, paper stabilizers.
 High-tech examples: computers, voice synthesizers, Braille readers.
The IEP Team can determine it has sufficient information regarding the student’s Assistive
Technology needs and address those needs throughout the IEP as appropriate. Alternatively, if the
IEP Team believes it needs additional information to determine whether and to what extent a
student has Assistive Technology needs, it can seek an Assistive Technology Evaluation of the
student. This evaluation is conducted pursuant to an Evaluation Plan signed by the parent.
Evaluation
OPI has not adopted licensing or certification standards for specialists in Assistive Technology. The
evaluation must be conducted by an individual knowledgeable in assistive technology. If necessary,
the District can contract an outside provider to conduct this evaluation.
The evaluation should determine whether the student requires Assistive Technology and/or Services
to benefit from education and the nature of the student’s needs, including how the student may use
Assistive Technology in different environments. Information provided by the parent must be
considered as part of this process.
Selection of Assistive Technology Device
If the IEP Team determines a student requires Assistive Technology, the Assistive Technology must
be provided at no cost to the parent. The District cannot require the parent to provide an Assistive
Technology device, but can agree to allow a student to use a family-owned device if appropriate and
volunteered by the parent. The selection of the Assistive Technology is an IEP Team decision and
should be assisted by an Assistive Technology assessment. The District is not required to provide
the specific device or service requested by the parent, but should consider the parent’s preference in
determining the specific device or service. The District is not required to provide a state-of-the art
device if a less-advanced or less expensive device meets the needs of the student.
The parent and student, if appropriate, can provide valuable information regarding fitting,
customizing, and adapting the technology for the student.
The IEP Team should not identify a brand of Assistive Technology in the IEP unless it is necessary
for FAPE.
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Disagreements about Assistive Technology are treated in the same manner as disagreements about
any other component of the IEP.
Once the IEP Team determines that Assistive Technology is necessary for the student, the District
must obtain the Assistive Technology without unnecessary delay. If a delay is anticipated, the
District must inform the parent and explore alternatives to ensure the student is provided access to
his or her education and is provided FAPE until the Assistive Technology can be obtained. These
alternatives can include renting or borrowing a device.
The District is not required to purchase Assistive Technology if there are other options available for
it to provide the Assistive Technology that will ensure the student with regular access. The District
can seek payment of Assistive Technology through Medicaid (with parent approval), private
insurance (with parent approval), renting or leasing, borrowing from outside groups, or funding
through grants or foundations. If purchased by the District, the Assistive Technology becomes the
property of the District. If the District pursues other options, the Assistive Technology is available
for use of the District (to provide to the student) but is not property of the District.
District-purchased Assistive Technology remain with the District if the student transfers outside of
or leaves the District. Assistive Technology purchased (with parent approval) through Medicaid or
private insurance will likely belong to the parent and will go with the student if he or she transfers
outside of or leaves the District. Assistive Technology obtained through other means will depend
on the agreement with the provider if the student transfers outside of or leaves the District.
Use of Assistive Technology
The District is required to provide training to the student as well as anyone with whom the student
may use the Assistive Technology regarding the device and/or services provided. This can include
includes parents, special education teachers, bus staff, paraprofessionals, lunchroom staff, regular
education teachers, related service providers, and others. Each teacher and provider involved with
the student must be informed of the specific accommodations, modifications, and
supports that must be provided for the student in accordance with the IEP.
Training and technical services to be provided in conjunction with Assistive Technology will depend
on the nature of the technology and involvement of others but should include training about:








The device and how it works;
Programming and setting up the device;
Recognizing and fixing minor problems;
Integrating the device into the student’s life at home;
Integrating the device into the student’s education goals and objectives;
Maintenance of the device(s); and
Resources within the local community for repair services.

The use of Assistive Technology must be incorporated, as appropriate, throughout the student’s
IEP. This can include the use of Assistive Technology in the student’s measurable annual goals, as a
related service, or as supplementary aids and services. The IEP Team must determine when and
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how the student will use the Assistive Technology and in which settings the student requires the
Assistive Technology.
The District is responsible for the maintenance, repair, and replacement of Assistive Technology
devices it provides. If the student is using a family-owned device, the District must take measures to
protect the device and should consult with the parent if maintenance or repair is needed. The IEP
Team needs to address how reporting the needs for maintenance or repair should be handled and
what is going to happen if the Assistive Technology is not available to the student because of the
need for maintenance, repair, or replacement.
The District is not required to allow a student to take a District-provided Assistive Technology
device home unless the IEP Team determines that the student needs access to that device in order
to receive FAPE.
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STUDENTS WITH BEHAVIORAL NEEDS
As part of its consideration of special factors, the IEP Team must determine if a student’s behavior
impedes his or her own learning or the learning of other students. If the IEP Team determines the
student’s behavior is an impediment, it must consider the use of positive behavioral interventions
and supports or other strategies to address that behavior. Examples of positive behavioral
interventions can include environmental changes, schedule changes, specific instructional methods,
behavior intervention plans, and the use of reinforcement.
Functional Behavioral Assessments (FBA)
A Functional Behavioral Assessment (FBA) is a process used by a group of persons knowledgeable
about the student to review and analyze the student’s behavior. The FBA is used to form
hypotheses of the relationships between events in a person’s environment and the occurrence of
specific behaviors.
An FBA is an evaluation that requires a parent to consent to an Evaluation Plan. The FBA analyzes
the student’s behaviors to target, the antecedents and consequences of these behaviors, hypotheses
regarding the functions of the behaviors, and recommended strategies to address those behaviors.
An FBA may be conducted by a behavior specialist, school psychologist, regular education teacher,
special education teacher, counselor, or administrator. The FBA should involve a combination of
input from many of these individuals as well as the parent.
The purpose of conducting an FBA is to develop a Behavior Intervention Plan (BIP), which is a
written plan designed to address the student’s behavioral needs. Unless required, an FBA and BIP is
one option for the IEP Team to consider to address a student’s behavior that impedes the student’s
or other student’s learning. Alternatively, the IEP Team can address positive behavioral supports
and interventions through measurable annual goals, related services, and/or supplementary aids and
services. It is advisable to conduct an FBA and BIP for students who demonstrate consistent and
significant behavioral issues.
Behavior Intervention Plans (BIP)
A BIP can be created to address students with behavioral issues after an FBA is conducted. The
BIP must include positive behavioral interventions and supports.
The District can develop a BIP by crafting interventions that address the functions of the behavior,
consideration of addressing the antecedents/consequences of the behaviors, teaching of acceptable
replacement behaviors that serve the same function, and implementing strategies to address the
behavior.
Because a BIP may require frequent revision to target problem behaviors, it is not advised that the
BIP be developed by the IEP Team. Rather, the IEP Team can determine that a BIP is necessary
and include the implementation of a BIP in measurable annual goals or as a supplementary aid and
service. In that event, District staff members with knowledge regarding the student and behavioral
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supports (school counselors, behavior specialists) should develop the BIP. The BIP must be
provided to the parent, who can separately consent to the BIP.
If necessary and appropriate, a student’s BIP may need to include behavioral interventions and
supports when the student is being transported as a related service. The BIP should be shared with
bus drivers and aides who will be responsible for supervising the student while in transport. If a
student experiences difficulties in the transportation setting with problem behaviors, the IEP Team
should consider conducting an FBA and whether a BIP is necessary.
An FBA and BIP are required prior to adopting Aversive Treatment measures or when a student’s
placement is changed due to disciplinary removals in excess of 10 days.
Aversive Treatment
An IEP Team may consider Aversive Treatment for a student who exhibits behaviors which pose a
risk of physical harm to the student or others, or a risk of significant damage to property, or
significantly disruptive or dangerous behaviors which cannot be modified solely through the use of
positive behavioral interventions. Before an IEP Team may consider Aversive Treatment, an FBA
must have been conducted and no less than a series of two written positive behavioral intervention
strategies designed to target the problem behaviors were previously implemented. If District staff
members believe that Aversive Treatment may be appropriate, they must contact the Director of
Student Services.
Aversive Treatment does not include a District employee from placing his or her hands on a student
in a manner that is reasonable and necessary to:





Quell a disturbance;
Provide self-protection;
Protect the student or others from physical injury;
Obtain possession of a weapon or other dangerous object on the student or within control
of the student;
 Maintain the orderly conduct of a student including but not limited to relocating the student
in a waiting line, classroom, lunchroom, principal's office, or other on-campus facility; or
 Protect property from serious harm.
However, if the frequency, intensity or duration of this type of restraint on a student warrants, the
IEP Team may consider Aversive Treatment for the student. Aversive Treatment also does not
include an exclusion time-out, which is a removal of a student from a regularly scheduled activity for
disciplinary purposes and does not result in the student being placed in an isolation room.
Aversive Treatment may not be used as punishment, for the convenience of staff, or as a substitute
for positive behavioral interventions.
If it is necessary and appropriate for the IEP Team to consider Aversive Treatment, it must convene
an IEP Team meeting to discuss the adoption of Aversive Treatment measures. The IEP Team
meeting must include a person trained and knowledgeable about best practices in the application of
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positive behavioral interventions, aversive treatment procedures and non-aversive alternatives for
de-escalation of behaviors.
If the IEP Team determines that Aversive Treatment is necessary and appropriate, it must provide
for a BIP with Aversive Treatment measures to be developed and incorporated as part of the IEP.
The BIP with Aversive Treatment measures must be in writing and:
 Include a statement describing the minimum of two positive behavioral intervention
strategies previously attempted and the results of these interventions;
 Describe the target behavior(s) that will be consequented with the use of the aversive
treatment procedure;
 Include short-term objective(s) with measurable criteria stating the expected change in the
target behavior(s);
 Provide a written description of the aversive treatment measure(s);
 Specify a time limit for the use of the aversive treatment measure for any one instance;
 Include data collection procedures for recording each application of the aversive
treatment(s);
 State when the IEP team will meet to review the ongoing use, modification or termination of
the aversive treatment measure;
 Designate an individual responsible for ongoing review and analysis of the data on the target
behavior;
 State how the student's parents will be regularly informed of the progress toward the shortterm objectives in the BIP that is no less than the frequency of other progress reporting; and
 State whether any standard school disciplinary measures are waived.
If the Aversive Treatment measures include the use of an isolation time-out, the student must be
under continual observation. Continual observation can be accomplished through use of a
peephole, window, one-way glass, or a video camera system. The isolation room should be designed
so that the student is unlikely to injure his or herself by grates, lighting fixtures, electrical outlets,
doorknobs, door hinges, walls or the floor of the room. Exit from the time-out room may be
prevented through the use of a system that requires the presence of staff to keep the door from
opening, but the room cannot be locked.
The District must inform the parent that consenting to the IEP includes consent for the BIP with
Aversive Treatment because the BIP is incorporated into the IEP.
Following the adoption of a BIP with Aversive Treatment, the District must inform the parent as
soon as possible but within 24 hours if an Aversive Treatment measure is used. This notice must be
in the parent’s native language and should be in writing but can be accomplished verbally if writing
is not possible within the required time period.
The District is prohibited from using Aversive Treatment measures that:
 Are solely intended to cause physical pain;
 Involves the student being placed in isolation in a locked room or mechanical restraint
(residential treatment facilities and psychiatric hospitals may use these measures if prescribed
by a physician as part of a treatment plan and it is in accordance with state and federal law);
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 Results in the withholding of a meal from the student for a period of greater than one hour
from its scheduling start time;
 Involves the use of aversive mists, noxious odors, and unpleasant tastes applied by spray or
other means to cause an aversive physical sensation;
 Involves a mechanical restraint that physically restricts a student's movement through the
use upon the student of any mechanical or restrictive device which is not intended for
medical reasons. The determination that a mechanical or restrictive device is necessary for
medical reasons should be made and documented by the IEP Team, based on the advice of a
medical professional. It is recommended the IEP Team obtain a record of the order or
prescription for the use of the device.
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DISCIPLINE
Unless the IEP Team waives standard disciplinary measures, an IDEA-eligible student is subject to
the same disciplinary measures and code of conduct to which nondisabled students are subject. If
an IDEA-eligible student violates the code of conduct, that student can be placed in detention, lose
privileges, or be placed in a time-out in the same manner as a nondisabled student for the same
conduct.
The IDEA only requires school districts to provide certain procedural safeguards when an IDEAeligible student is removed from the school setting for a specific period of time, which results in a
change of the student’s placement.
An in-school suspension is not considered to be a removal provided that the student:
1.
Is afforded the opportunity to continue to appropriately progress in the general curriculum;
2.
Continues to receive the services specified in the IEP; and
3.
Continues to participate with non-disabled children to the extent he would have in his
current placement.

A District administrator may suspend an IDEA-eligible student (out of school suspension) for less
than ten days. Unless this suspension is part of a pattern of removals as defined below, a suspension
less than ten days is not a change in placement. A District administrator may also suspend an
IDEA-eligible student for separate incidents less than ten days for any one suspension.
However, once has an IDEA-eligible student has been suspended cumulatively for more than 10
days in a school year for separate incidents, the District must continue to provide the student with
the services specified in the IEP so as to enable the student to participate in the general education
setting and meet his or her IEP goals but in another setting. If a student is suspended on multiple
occasions throughout a school year and those suspensions constitute a pattern as defined below, the
suspensions will constitute a change in placement.
Disciplinary removals constitute a change in placement if:
 A removal from school that lasts for more than ten consecutive school days; or
 Where the student has been subjected to a series of removals that constitute a pattern –
 Because the series of removals total more than ten school days in a school year;
 Because the student’s behavior is substantially similar to the student’s behavior in
previous incidents that resulted in the series of removal; and
 Because of such additional factors as the length of each removal, the total amount of
time the student has been removed, and the proximity of the removals to one another.
If the disciplinary removal is a change in placement, the District must convene a Manifestation
Review Meeting.
A Manifestation Determination is a review of the relationship between the student's IDEAprotected disability and the behavior subject to the disciplinary action. A Manifestation
Determination Review Meeting must be conducted within ten days of the suspension/removal.
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Manifestation Determination Review Meeting
 Who is at the meeting? The meeting is conducted by the District, parents and relevant IEP
team members. The District MUST give at least 5 days’ notice of the meeting.
 What material is considered at the meeting? The team considers “all relevant material,”
including by not limited to:
 Relevant information provided by the parents;
 Evaluation and diagnostic results;
 Prior disciplinary history;
 A description of the behavior;
 Observations of the student;
 The IEP; and
 The placement.
 How does the team make a “manifestation determination?” During the meeting, the team
reviews the “relevant material” to determine whether:
 The conduct in question was caused by the student’s disability; or
 Whether the conduct in question had a direct and substantial relationship to the child’s
disability; or
 If the conduct in question was the direct result of the local educational agency’s failure to
implement the student’s IEP.
If all of these inquiries are answered “no,” the Manifestation Determination review must result in a
determination that the student’s conduct was not a manifestation of the student’s disability.
If any of these inquiries are answered “yes,” the Manifestation Determination review must result in
a determination that the student’s conduct was a manifestation of the student’s disability
See Manifestation Determination form, Appendix G.
Student’s Conduct is not a Manifestation
If the Manifestation Determination review results in a conclusion that the student’s conduct is not a
manifestation of the student’s disability, the student is disciplined as any other nondisabled student
would be disciplined, but the District must provide the student with special education and related
services in the student’s IEP to enable the student to participate in the general education setting and
meet his or her IEP goals. These services are provided in another setting during the period in which
the student is removed from school (if the removal is a long-term suspension). In addition, the
District must conduct an FBA (if one has not been conducted) and develop a BIP or revise an
existing BIP to address the behaviors resulting in the discipline.
An IDEA-eligible student may be expelled by the District’s Board of Trustees if the student’s
conduct was not a manifestation of his or her disability as determined through the Manifestation
Review Meeting. The IDEA-eligible student is subject to the same expulsion procedures as a
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nondisabled student. If the District’s Board of Trustees votes to expel an IDEA-eligible student, the
District must provide the student with special education and related services in the student’s IEP to
enable the student to participate in the general education setting and meet his or her IEP goals.
Following an expulsion decision, the District must convene an IEP Team meeting following the
expulsion to address the student's change in placement, other IEP amendments warranted due to
the change in placement. The District must conduct an FBA (if one has not been conducted) and
develop a BIP or revise an existing BIP to address the behaviors resulting in the discipline.
Student’s Conduct is a Manifestation
If the Manifestation Determination review results in a conclusion that the student’s conduct is a
manifestation of the student’s disability, then the student may not be disciplined in the same manner
as nondisabled students through a removal from school in excess of ten days. The District must
conduct a FBA and implement a BIP if the District had not conducted the assessment prior to the
determination. If the student already has a BIP, then the IEP team must review the BIP and modify
it, as necessary, to address the student’s conduct resulting in the need to consider a long-term
removal.
The student must be returned to the placement from which he or she was removed, unless the IEP
Team agrees to a change of placement.
Disciplinary Removals of Students Not Yet Identified as IDEA-Eligible
The procedural safeguards relating to disciplinary removals apply to any student that the District
suspected was a student with a disability prior to the behavior occurring.
The District has suspected a student has a disability prior to the behavior leading to discipline
occurring if:
 The parent of the student expressed concern, in writing, to the District that the student may
need special education and related services;
 The parent requested an evaluation for special education eligibility; or
 A teacher or other personnel expressed specific concerns about a pattern of behavior
demonstrated by the student to the school district administration.
Interim Alternative Education Setting (IAES)
The District may remove an IDEA-eligible student to an Interim Alternative Education Setting
(IAES) for up to 45 days without conducting a Manifestation Determination Review Meeting if:
 The student carries or possesses a “weapon” to school or to a school function;
 The student knowingly possesses or uses drugs at school or a school function;
 The student sells or solicits the sale of a controlled substance, while at school, on school
premises, or at a school function; or
 The student inflicts serious bodily injury upon another person while at school, on school
premises, or at a school function.
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A weapon is defined as a weapon, device, instrument, material, or substance, animate or inanimate,
that is used for, or is readily capable of, causing death or serious bodily injury, except that such term
does not include a pocket knife with a blade of less than 2 ½ inches in length.
Serious bodily injury is defined as bodily injury which involves:
 Substantial risk of death;
 Extreme physical pain;
 Protracted or obvious disfigurement; or
 Protracted loss or impairment of the function of a bodily member, organ or mental faculty.
The 45 day IAES placement gives the IEP Team time to determine whether there will be a long
term change in placement.
The District must give the parent written notice of its intent to invoke the 45-day IAES placement
on the date the decision is made. The District must include the Procedural Safeguards with the
written notice.
Procedures for IAES:
 Ten day suspension decision is made by the building administrator.
 Director of Student Services and Superintendent are notified and provided relevant
information.
 Local law enforcement or SRO is notified as necessary.
 School personnel determine whether IAES conditions are present. If there is a
determination that one of the IAES conditions is present (drugs, weapons, or serious bodily
injury as described above), the building administrator notifies the parents in writing that the
student’s placement will be changed for a period up to 45 days because of the conduct and
are provided the Procedural Safeguards.
 Within the initial 10-day period of suspension, the District convenes an IEP team meeting to
discuss the alternative educational setting for services for the student.
 During the 45-day IAES placement, a manifestation determination review may be held
regarding the student’s conduct.
 If the team makes a “no manifestation” determination, the determination is reported to
the Superintendent for further disciplinary action. The discipline can be implemented
immediately, unless board approval is required (expulsion), without regard to the 45-day
IAES. As with any expulsion of a student with disabilities, services must be continued.
 If the team makes a “manifestation” determination, it must conduct a FBA if none was
done prior to the behavior and implement a BIP or consider revisions to a current BIP
in place to address the behaviors at issue. The IEP Team may also consider whether a
change in placement of the student is appropriate at the end of the 45-day IAES.
 Regardless of a manifestation determination, the student can remain in the IAES for up
to 45 days
 If no manifestation determination review is conducted, the student returns to his or her
placement set forth in the IEP at the time of the removal at the conclusion of the 45-day
period
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The IEP Team must select the IAES so as to enable the student to continue to participate in the
general curriculum, although in another setting, and to continue to receive the services and
modifications called for in the student’s IEP such that the student will meet the IEP goals. The
setting must also include services and modifications designed to prevent recurrence of the behavior.
If the IEP team determines transportation is necessary to access special education, and was not necessary
prior to a change in placement resulting from discipline, transportation must be provided.

Bus Removals
If an IDEA-eligible student is removed from a bus due to a violation of the bus’s rules, the removal
may not exceed ten consecutive days if the student’s IEP includes transportation as a related service.
A removal from a bus in excess of ten consecutive days (or a pattern of removals in a cumulative
excess of ten days) of an IDEA-eligible student who receives transportation as a related service
constitutes a change in placement and requires a Manifestation Determination Review meeting.
If an IDEA-eligible student is receiving bus transportation because the student is otherwise eligible
for this service in the same manner as nondisabled students, the student may be removed from the
bus in the same manner as a nondisabled student for a violation of bus rules.
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RECORDS
Confidentiality of Student Records
The District keeps confidential any record maintained on a student with a disability, protecting the
confidentiality of personally identifiable information at collection, storage, disclosure, and
destruction stages.
The District designates one official responsible for ensuring the confidentiality of any personally
identifiable information. The official responsible for ensuring the confidentiality of personally
identifiable information is the Director of Student Services.
The District ensures that each person collecting or using personally identifiable information shall
receive training or instruction regarding the policies and procedures governing records and
confidentiality of personally identifiable information in accordance with applicable laws and
regulations.
With respect to students with disabilities, the District maintains for public inspection a current
listing of the names and positions of those employees within the District or representatives of the
District who have access to personally identifiable information based on a legitimate educational
interest.
The District maintains a record of access of other parties authorized and required under the law to
be recorded on the record of access who are reviewing or receiving the personally identifiable
information for students with disabilities in the same manner as for all students.
Access
The District permits a parent or adult student (age 18 or above) to inspect and review any
educational records relating to the student that are collected, maintained, or used by the District to
provide the student with special education and related services.
The District will comply with requests from a parent or adult student to inspect and review any
special education records without unnecessary delay and before any meeting relating to the
identification, evaluation, or placement of the student or regarding an IEP, hearing, or resolution
session, and in no case more than 45 calendar days after the request has been made.
If requested, the District will provide a copy of the student’s special education records to the parent,
adult student, or other individual or entity authorized by law or by written consent of the parent or
adult student. The District may charge for copying of these records unless charging the parent or
adult student would effectively result in a denial of the records because of the parent’s or adult
student’s inability to pay.
The District will obtain written consent before personally identifiable information is disclosed to
officials of participating agencies providing or paying for transition services.
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For children enrolled by their parents in private schools within the District but are not residents of
the District, the District will obtain written parental consent before disclosing personally identifiable
information to the district of residence.
Content of Special Education Record
The District maintains a special education record for each student receiving special education
services. The special education record must be maintained in a separate location from the student’s
permanent record (in a locked cabinet with limited access - fire proof is not required).
The special education record must include:











Access log
Referral
Request for initial evaluation
Evaluation Plans (Permission for evaluations)
Evaluation Reports with accompanying evaluation data
Summaries of assessments
Test protocols
IEPs (including the permission from the parent for implementation of the IEP)
Progress Reports
Other special education records as required (but not records in the sole possession of the
staff member)

Special education records must be maintained for at least seven (7) years from the date of the
student’s exit from special education services (usually graduation). The District will provide notice
to the parent or adult student of its intention to destroy the student’s special education records after
this time has expired.
Transfer of Records
Montana law requires that the District transfer the original special education records for the student
who transfers to another district with the certified copy of the permanent record.
Records for special education students who are transferring to another school district must be
routed through the case manager with support from the specific building secretary.
Amendment of Records
The District provides the parent or adult student the right to seek amendment of special education
records in accordance with the procedures it has adopted for all student records under the Family
Education Rights Privacy Act (FERPA).
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PRIVATE SCHOOL STUDENTS
The IDEA requires the District to provide those students placed by their parents in private schools
(home schools, nonpublic schools regardless of religious affiliation) an opportunity for equitable
participation in services with designated portion of funds it has received under the IDEA. The
District must complete a proportionate share calculation of the funds it receives under the IDEA to
provide these private school students an opportunity for equitable participation in services.
Count
On the first Monday of October, the District must conduct a count of all IDEA-eligible students
who are parentally enrolled in private elementary and secondary schools within the District's
boundaries, regardless of whether they are receiving any type of services and regardless of where
they reside. The District must maintain this count and transmit it to OPI each year.
The count serves as the basis to make the proportionate share calculation of the amount of IDEA
funds the District must expend to provide services to parentally-placed private school students.
Consultation
The District must consult with private schools representatives and representatives of parents of
parentally placed private school children with disabilities. The County Superintendent is responsible
for notifying nonpublic/private school parents and schools of their opportunity to participate in this
process. The County Superintendent is responsible to return these forms to the District. If the
District has received a form from a nonpublic/private school parent or entity that he/she/it does
not want to participate, the District does not need to include the parent or entity in the consultation
process.
This consultation must occur annually in the spring. During the consultation, the following must be
discussed:
 Child Find: How parentally placed private/nonpublic school children suspected of having a
disability can participate equitably, including how parents, teachers, and private/nonpublic
school officials will be informed of the process;
 Proportionate Share Calculation: How the proportionate share of IDEA Part B and IDEA
Preschool federal funds is calculated, including the amount of the proportionate share funds
available for the ensuing school year;
 Consultation Process: How the consultation process will operate throughout the school year
to ensure that parentally placed private/nonpublic school children with disabilities identified
through the child find process can meaningfully participate in special education and related
services;
 Special Education and Related Services: How, where, and by whom special education and
related services will be provided for parentally placed private/nonpublic school children with
disabilities, including a discussion of types of services, including direct services and alternate
service delivery mechanisms, how such services will be apportioned if funds are insufficient
to serve all children, and how and when these decisions will be made; and
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 Disagreement: How, if the District disagrees with the views of the private/nonpublic school
officials on the provision of services or the types of services, whether provided directly or
through a contract, the District shall provide to the private/nonpublic school officials a
written explanation of the reasons why the District chose not to provide services directly or
through a contract.
The District must maintain records and provide to OPI written affirmation signed by the
participants in the consultation process that it has occurred.
The District makes the final decisions regarding all aspects of the services to be provided to
parentally placed private school children with disabilities. If the District disagrees with the views of
the representatives of the private schools or parents present regarding the provision of services or
types of services, it must provide a written explanation of the reasons why it chose not to accept the
recommendations of the private school representatives or parents.
Evaluation
The District is required to identify, locate, and evaluate all students attending private schools
(including home schools) located within the District’s boundaries. For those private school students
located through the District’s Child Find activities or referred for an evaluation, the District must
complete a Referral for evaluation and conduct a comprehensive evaluation of that student or
provide Prior Written Notice explaining its refusal to evaluate the student. District personnel should
coordinate with the student’s private school to complete the Referral and Evaluation Plan.
If a child resides within the District but attends a private school located outside of the District, the
District will seek consent of the parent and contact the district in which the student’s private school
is located to coordinate the comprehensive evaluation.
Observations of the private school can be conducted (with consent) at the location of the private
school.
The District must conduct reevaluations of private school students if it determines a reevaluation is
warranted, it is requested by the student’s parent or a teacher, or, at a minimum, every three years
unless the District and parent agree a reevaluation is not necessary.
FAPE
The District is required to offer FAPE to any parentally-placed private school student identified
through a comprehensive evaluation to be eligible under the IDEA who resides within the District’s
boundaries. The offer of FAPE should be made using the Offer of FAPE to a Parentally-placed Child
with Disabilities in a Private School provided by OPI, see Appendix G.
The parent has the choice to enroll the student within the District or not enroll the student. If the
parent enrolls the student after an offer of FAPE is made, the District must convene an IEP Team
meeting to develop an IEP for the student within the continuum of placements offered by the
District. If the parent chooses to not enroll the student, the student is not entitled to FAPE.
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The District is not required to offer FAPE to IDEA-eligible parentally-placed private school
students who attend a private school within the District’s boundaries but do not reside within the
District’s boundaries. For those parentally-placed private school students who attend a private
school within the District’s boundaries but reside in another school district, the District must seek
consent from the parent and contact the school district of residence to notify it of the identification
of the student as eligible under the IDEA.
Services
The District must determine the equitable services it will provide to parentally-placed private school
students. The services to be provided are determined by the District after the consultation process
and should be based on the needs of the children to be served and how the services will benefit
them. The consultation process should include a discussion how the available funds (the
proportionate share the District is required to expend based upon the count) can be utilized to
provide these services, with the District making the final decision on how the proportionate share
will be calculated.
The District must provide the opportunity to participate in the equitable services it determines it will
offer to:
 IDEA-eligible parentally-placed private school students who attend a private school and
reside within the District but have rejected the offer of FAPE; and
 IDEA-eligible parentally-placed private school students who attend a private school within
the District.
Equitable services is not the same as FAPE. The District is not required to offer the same special
education and related services provided to IDEA-eligible students enrolled within the District. The
District determines the types and means of providing the equitable services after the consultation
process. Equitable services may be direct or indirect services. If it is necessary for the private
school student to benefit from the equitable services offered, the District may be required to provide
transportation for the private school student to receive the equitable services.
Equitable services are offered through a Services Plan. The Services Plan reflects only those
equitable services offered by the District, which means that the student is entitled to only those
equitable services actually offered by the District regardless of whether the student has additional
needs. To develop a Services Plan, the District must convene a meeting with the parent and
representatives of the private school (if appropriate) to develop the plan. The Services Plan must be
reviewed and revised, if appropriate, annually. The Services Plan should be created on the AIM
System.
The District must include in its consultation process a discussion with private school representatives
and parents regarding the provision of equitable services to those students identified as eligible after
the count date has occurred. The District is not required to expend more than the proportionate
share it is required to spend to provide services to parentally-placed private school students,
including those identified after the count.
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The District is not required to provide “make-up” sessions for equitable services missed by
parentally-placed private school students unless the parent provides advance notice of the absence.
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APPENDICES

65

APPENDIX A - SPECIAL EDUCATION EVALUATION CHECKLIST AND RESPONSIBILITIES
Tasks
1. Pre-referral

2. Referral

3. Initial Parent
Contact

Person Responsible
Classroom Teacher and Team
(Care Team/ MTSS Team
/Freshman Team)

Notes
The Classroom Teacher
must document
interventions that are
being used in the
classroom for that
specific student. He/She
must document start and
end dates. Also the
effectiveness of the
intervention. At least one
pre-referral meeting
should have occurred.
Also parents should have
participated in at least one
pre-referral meeting.
Special education is not
required to attend prereferral meetings. Must
review cumulative file.
The Regular Education
Regular Education Teacher and Teacher is responsible for
Special Education Teacher
filling out the referral
form from the Special
Education Teacher and
filling it out. The decision
to refer the child may
come from a team, but
the regular education
teacher has this
responsibility. In a
middle school or high
school setting the
principal will request the
form and decide which
teacher fills out the
referral form.
Regular Education Teacher
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The Regular Education
Teacher should call the
parent and tell the parent
that his/her child has
been referred for
evaluation.

4. Evaluation Plan
Form/Procedural
Rights

Special Education Teacher

5. Cumulative File
Review
6. Classroom Based
Assessment

School Psychologist

7. Observation
8. Intelligence Testing
And Report

9. Academic Testing
and Report

10. Social/
Emotional/
Behavioral Testing
and Report
11. SLP/OT/PT
Testing
and Report

The Special Education
Teacher is responsible for
contacting all specialists
and determining the areas
needed for evaluation.
The Special Education
teacher is responsible for
getting this form to the
parents and having it
signed.
Teachers can also do this.

Regular Education Teacher and Regular education teacher
Special Education Teacher
is required to fill this out.
The special education
teacher is required to give
the form to the general
education teacher and
enter information into
AIM.
School Psychologist or Special This can also be
Education Teacher
conducted by other
members of the team.
School Psychologist
Only to be conducted by
school psychologist.
Must also fill out
implications in AIM.
Must put all attached
reports in AIM.
Special Education Teacher
Some academic testing
can be completed by the
school psychologist, but
the primary responsibility
for this testing is the
special education teacher.
Must also fill out
implications in AIM.
Must put all attached
reports into AIM.
School Psychologist
Must put all attached
reports in AIM.
Speech Language Pathologist/
Occupational Therapist/
Physical Therapist
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Must also fill out
Educational Implications
in AIM. Put all attached
reports in AIM

12. Eligibility
Determination

Evaluation Team Decision
School Psychologist completes
AIM portion

13. Reviewing
Completed
Evaluation in AIM

Special Education Teacher

14. Scheduling
Meeting

Special Education Teacher

15. Evaluation
Meeting
16. Copying and Filing

School psychologist will
review all of the
evaluations and fill out
the eligibility
determination on AIM.
It is the special education
teacher’s responsibility to
review the completed
evaluation in AIM to
make sure everyone put in
the required components.
The special education
teacher is responsible for
making sure every
specialist, outside
agencies, parents, and the
classroom teacher is
notified of the meeting.

All Team Members Participate
Special Education Teacher

The special education
teacher is responsible for
making sure parents get a
copy of signed evaluation
and that all the necessary
components are in the
file. The special
education teacher is
responsible for making
sure all forms are
uploaded on to AIM.

APPENDIX B - SPECIAL EDUCATION PROVIDER BASIC PROCEDURES AND
INFORMATION

Professionalism: Professionalism is a concerted effort by all within the workplace to provide the
utmost of their ability each and every day and a concentration on quality of service and work.
1. Adhere to your commitments - Live up to your commitments every time.
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2. Realize the sensitivity of the work that you represent - Make sure not to jeopardize the
confidentiality of your school or misuse it any way.
3. Treat everyone with respect. That means everyone -. Respect and communication in
the school environment gives all employees the feeling of safety and collaboration.
4. Value the time and effort spent by others - Do not take other members of the school
team for granted.
5. Always maintain ethical conduct - Be honest and refrain from deceitful practices.
6. Smile and put your best face forward - Friendliness and understanding go a long way to
creating an atmosphere of teamwork. Maintain a positive can-do attitude even during
stressful situations.
7. Admit your mistakes - We all make mistakes. Admitting your mistake shows that you are
not only human, but also a professional. Don’t be surprised at how understanding people
will be when you admit that you have made an error.
8. Display competence - Competence is the culmination of what you say that you can do and
what you actually can do. Competent employees know their job and which skills they are
capable of.
9. Take a leadership role whenever possible - Show that you are willing to accept
responsibility and produce results.
10. Keep personal issues at home - Refrain from using the school’s time for personal
issues. While personal issues will be considered by administration when required, employees
need to refrain from discussing it during school hours.
11. Demonstrate the core values of professionalism - appropriate attire, etiquette,
punctuality, organization and dedication to your job, just to name a few.
12. Project a positive business appearance - It has long been recognized that those who
dress professionally will behave in the same manner.
13. Be polite in speech and body language - “Please” and “Thank-you” go a long way in
establishing a good working relationship.
14. Turn off or silence mobile devices - This will minimize distractions for you and others. It
shows that you value the time spent by others (see rule #4).
Confidentiality: It is the procedure of the District to provide our employees and students with a
level of privacy and confidentiality with any information concerning any of our employees or
students. In the course of your work, you may have access to confidential information (oral, written
or computer generated not otherwise available to the public at large) about employees or students,
their families and/or personal business. School business information includes computer programs,
software and supporting documentation, technological improvement plans, strategic plans, financial
information and employee information (including but not limited to co-worker and their families).
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-Your right to enter or make use of confidential information is restricted to your need to
know the data or information to perform job responsibilities.
- Do not discuss any confidential information in any public areas, hallways, gathering
spaces and etc.
-Hold all confidential information of which you have knowledge in the truest confidence, as
required by law.
-Utilize confidential information obtained only for the benefit of the employee or student or
in performance of job responsibilities.
-Unauthorized disclosure, copying and/or misuse of confidential information is a serious
breach of duty and may result in disciplinary action up to and including termination of
employment or contract with Hamilton School District.
Confidentiality applies to all information gathered during review and observation including, but not
limited to, the following:
1. Student names, addresses, and phone numbers
2. Student exceptionalities
3. Student functioning and behavior
4. Student progress and data
5. Teacher name, address, personal phone number
6. Teacher behavior
Conflict Resolution: If you have a conflict with another team member, please try to go to them
directly to resolve the problem. If you feel it is not resolved to your satisfaction or the problem
continues, please then go to the case manager. If you both feel it is necessary, the building principal
may be asked to help mediate the situation.
Steps to remember:
1.
2.
3.
4.

Attack the problem not the person.
Concentrate on interests, not positions
Come up with options where both sides can win (win-win)
Cooperate together to solve the problem fairly

Late Starts/School Closures: Hamilton School District uses an automated calling system to notify
both staff and parents of school delays and/or school closures as well as other pertinent information
throughout the year. If you are an outside agency employee, one automated call will be made to the
agency and it will be their responsibility to let you know about delays or closures. If you are a school
district employee, you will receive an automated call updating you on the situation.
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Office Supplies: The office does have some school supplies available for educational use. You
must check with the secretaries prior to removing any of these supplies so they can keep accurate
inventory for auditing purposes.
Absences: If a related service provider needs to miss a session with a student, please inform the
case manager directly as soon as possible. It would also be helpful if you informed the office staff as
well. This will allow the case manager to inform the student that his/her day will be different and
decrease emotions/frustration with schedule changes for the student.
Suspected Abuse: As mandatory reporters, we must report any suspected abuse immediately. If
you suspect a student may be abused or neglected, you must contact Child Protective Services. You
must also notify the building principal.
Scheduling Services: As a general rule of thumb, pull-out services are provided during the time
students are receiving pull-out curriculum replacement services in the resource room. However, with
the cooperation of the classroom teacher, students may receive services during science or social
studies. Please refrain from pulling students from math, ELA, specials (PE, Music, Library,
Technology) or recess.
Emergency Procedure Manual: Each classroom has an Emergency Procedure Manual. It is
usually kept on a clipboard near the door. It is highly recommended that you familiarize yourself with
this manual in order to be prepared for emergency situations, should they occur. However, some of
the situations from this manual will be addressed in this handbook because it is important to
understand the bell system as it is used for many different drill situations. The rings used for an
emergency situation/crisis may come from the recess bell or from the fire alarm bell. It should be
noted here that one of the alarm bells may after a period of time be followed by another type of
alarm bell or by the same alarm bell.
** All students who are working with a specialist at the time of a fire alarm are walked out to the
area and returned to their teacher for roll call. One on one students remain with an adult at all
times.

Cell Phone Use: Cell phones should be kept in silent or vibrate mode during school hours. The
expectation is for messages to be checked and answered during breaks and lunches, NOT during
instruction time. If you have a special circumstance (e.g. waiting for a call from a doctor, etc.) please
notify your supervisor for permission to answer your phone on that day during student time.
Concerns/Questions: All concerns or questions about a special education issues should be
directed to the Director of Student Services. If you become aware that a parent is going to file a
complaint or seek due process, contact the Director of Student Services immediately.
Paraprofessional Procedures and Duties
Arrival and Departure Time: The building administrator and/or the Director of Student Services
and case manager will work together to determine your arrival and departure time based upon the
weekly hours in your contract. If you have a morning duty, you will be expected to arrive in time to
be checked in and ready for duty at 7:45 AM (e.g. 7:30-3:30.) If you have an after school duty, you
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may be expected to adjust your time accordingly to stay within your 7.5 hours and complete the
responsibilities of your duty. (e.g. 7:45-3:45.) You must have prior approval to remain on the clock
after your contract hours have been met. Examples of acceptable reasons include field trips,
covering duties for others, meetings, etc.
Time Clock: You will need to clock in and out on the computer located in the staff work
room. You will clock in at arrival, clock out for and back in after lunch, and clock out after
school. If you choose to leave school property during your break(s), you are expected to clock out
and in again then as well. If you have an error on your timesheet (such as forgetting to clock in
again after lunch), you need to submit a request (on the time clock program) to have it fixed. If it is
not fixed before pay checks are cut, you will be notified and need to go to the district office to sign
for and pick up your check.
Breaks and Lunches: You will have two 15 minute breaks and a 30 minute lunch each
day. Special education case managers are responsible for scheduling breaks and lunches for
paraprofessionals working in the special education department. Please remember it is important to
be mindful of taking breaks and lunches on time and returning to your duties promptly as tardiness
or taking breaks when they are not scheduled can negatively impact several other’s break and lunch
times. (During breaks, if you remain in the building, you do not need to clock out. If you leave school property, you
need to clock out and clock back in when you return.)
Staff Meetings: Paraprofessionals are expected to attend staff meetings, remaining on the clock
until the meeting is over. If you are unable to stay for a staff meeting or need to leave early due to a
prior appointment, please let the building administrator know prior to the meeting.
Early Out/School PIR days: Unless otherwise informed, paraprofessionals are expected to attend
in-service sessions during early out and PIR days. Most of the time, there is specific training
scheduled for paraprofessionals on these days. If you take sick leave or vacation leave on an early
out or PIR day, please be aware that you might only be paid for ½ day. Please call the district office
with questions regarding leave on PIR and early out days.
Sick Leave: the District uses the AESOP system for all leave. If you are ill, you need to submit a
request by phone or online as soon as possible. It is also helpful to notify a case manager via text or
call so they have time to prepare for and rearrange schedules if needed.
Vacation/Personal Leave: Vacation and Personal leave requires advanced notice of 5 school
days. You will need to submit your request in AESOP at least 5 days before the date of the
absence. Vacation and Personal leave is subject to prior approval by an administrator.
Reporting to a Case Manager: There is the possibility you will be working for more than one case
manager, depending on which students/groups to which you are assigned. It is important to report
to the case manager of the student you are working with when you need assistance, guidance, or need to
share information about that particular student. In a situation where you need immediate assistance
and the case manager for the student is unavailable, another case manager may respond.
Parent Interactions: Only case managers are authorized to discuss a student’s educational plan,
changes, or concerns with their parent. This can put you in a difficult position if you are
approached by a parent who wants to discuss their child with you. In this event, it is important to
let the parent know you cannot discuss their child with them without a case manager and
immediately direct the parent to the case manager. You also need to notify the case manager of the
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situation. In the past, parents have asked paraprofessionals for their personal contact
information. It is the District’s policy that paraprofessionals DO NOT have contact with families
of the students they work with about the student outside of school. Communicating with parents
about their child outside of the educational setting could lead to disciplinary action.
Teaching Small Groups: One expectation for paraprofessionals may be to work with small
groups. You will be provided with the curriculum and expectations for this group. It will be your job
to professionally manage behavior and enhance the learning of all students. If you have concerns
with the behavior or academic progress of the students, please let the case manager know
immediately. The case manager will support you in working with the student or group. Also, if you
have questions about the curriculum, the case manager will also provide instruction or input. Each
case manager will have expectations regarding feedback on IEP goals and grades. These will be
communicated to you and you will be provided with the materials to gather this information.
Working One On One: One expectation for paraprofessionals may be to work 1:1 with a student.
Each student will have their own unique needs. For example, they may be behaviorally challenged,
have medical needs or autism. A key for success when working with these students is to develop
relationship with them. The case manager will provide you with copies of behavior plans,
accommodations and relevant IEP information. They also will work with you to develop strategies
for working with the student. The case manager will also supervise, assist and develop curriculum
for the student. Communication with the case manager and other paraprofessionals working with
the student is essential. Please ask questions, talk about concerns and professionally address issues
proactively.
Assisting with Bathroom Needs: Everyone has their own comfort level when assisting with
bathroom needs for students. However, the needs of the student must come first. You will be
trained in techniques to use for each individual student’s bathroom needs. If you have any questions
or concerns, please address them immediately with the case manager.
Regular Classroom Support: You will likely be spending a portion of the day supporting students
in the regular education setting (to include specials like PE and music.) Figuring out the best way to
support students and the teacher can be tricky- the classroom teacher is the “boss” of his/her room
and your role is to support within the atmosphere of their classroom. Here are some guidelines and
expectations for working in this setting.







The teacher sets the rules, guidelines, and expectations for the classroom. The classroom
management style will be different for each classroom in which the paraprofessional
works. The paraprofessional needs to work within these rules, guidelines and expectations
to support the teacher and the identified students.
The classroom teacher provides instruction. While there may be occasions when the teacher
asks for paraprofessional input during instruction, be sure to respect the teacher by not
adding to instruction when it is not solicited.
The paraprofessional’s role in the classroom varies depending upon the unique needs of the
learner and the IEP. It may include behavior management, re-teaching or reinforcing skills,
working with students in small groups, reinforcing self-help skills, assisting with mobility,
and modifying curriculum collaboratively with the general and special education teachers.
Paraprofessionals are in the classroom to support identified students. These students must
be the priority. In collaboration with the teacher and/or special education teacher (case
manager) it may be determined that it is appropriate for the paraprofessional to support

73



other students in the classroom, slowly fading support for identified students and allowing
them to become more independent. This may be achieved by the paraprofessional helping
other students in the class. Make sure, however, that there is good communication when
this occurs and that the identified students are getting the support they need to be
successful.
Collaboration is the key to the successful support of identified students in the general
education classroom. If you are not sure of the teacher’s expectations, please ask the teacher
directly or let the case manager know so they can help facilitate good communication. As
we work directly in classrooms as well, we have learned that quiet observation, questions at
appropriate times and your knowledge of the students generally will lead you to the best way
to support the students in each individual classroom.

Field Trips: You may be asked to attend field trips to either support groups of students or with a
1-1 student. As described above, it may be appropriate for you to support the classroom teacher by
helping with other students. Please remember, however, that your primary role is to support the
identified students in the group. If a field trip requires physical activity and you are unable to
participate in this activity, please let the case manager know as soon as possible so arrangements can
be made to cover student needs. When on a field trip that requires you to work through lunch, you
will not be required to clock out for lunch that day and will be paid for all your hours. Please note
that the requirements that students be supervised will not allow for breaks during the field trip.
Playground Supervision: Playground duty requires you to be actively supervising students at all
times. When on duty, please remember the following procedures/expectations:
1. Make sure that you are on time and in the right zone.
2. Make sure that you are wearing a lime vest, have a radio, and a duty book.
3. Actively supervise your zone, posting/movement/interactions
4. Outside of emergencies and or the need for help, duty personnel should not be in close
proximity of each other.
5. Actively seek out opportunities for positive student interaction and actively address areas
of concern.
6. Remain outside until all students are off the playground
Duty Books: It is important to always have a duty book when providing recess supervision. The
duty book includes rewards, a first aid kit, Medical Alert information on specific students,
information of students with behavioral needs, information on leveled recess plans, Natural/logical
consequences for choices on the playground, and a copy of the school expectations. You should
familiarize yourself with the information and review it frequently as it is updated throughout the
year.
Bullying: the District uses the Olweus anti bullying program. You will receive specific training
throughout the year, but some on the spot bullying interventions include:
When you see bullying happen:
1. Stop the bullying.
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2. Support the student who has been bullied.
3. To the student(s) who bullied: Name the bullying behavior and refer to the four anti-bullying
rules.
4. Empower the bystanders with appreciation if they were supportive to the student who was bullied
or with information about how to act in the future.
5. Impose immediate and appropriate consequences for the student(s) who bullied.
6. Take steps to make sure the student who was bullied will be protected from future bullying.
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APPENDIX C - PROCEDURES AND CRITERIA FOR INDEPENDENT EDUCATIONAL
EVALUATIONS
______________________________________________________________________________
PROCEDURE

Notice to Parents
 Please read this document before obtaining or paying for an independent educational evaluation.
This document may limit your right to reimbursement.
 The District will not automatically reimburse parents who unilaterally obtain independent
educational evaluations. Please review this document for further information about a parent’s
right to obtain independent educational evaluations at public expense.
 An independent educational evaluation, if not obtained in accordance with these procedures and
criteria, may not be considered by your child’s IEP team. Please ensure that any independent
educational evaluation conforms to these requirements.

Definitions
“Independent educational evaluations” means an evaluation conducted by a qualified examiner who
is not employed by the responsible local education agency.
“Public expense” means the local education agency either pays for the full cost of the evaluation or
evaluation components or ensures that the evaluation or evaluation components are otherwise
provided at no cost to the parent.

Parameters for Seeking Independent Educational Evaluations
If a parent disagrees with an evaluation conducted by the District and seeks an independent
educational evaluation, the District may initiate a due process hearing to show that its evaluation is
appropriate. In the alternative, the District will provide the parent an opportunity to obtain an
independent education evaluation in accordance with these procedures by arranging for the
independent evaluation. The parent must first inform the District in writing or communicate with
the district at an IEP meeting that the parent:
1. Disagrees with the district’s evaluation, and
2. Is requesting an independent educational evaluation at public expense.
The District may ask for the parent’s reason(s) for disagreeing with the District’s evaluation, but the
parent is not required to provide those reasons. Parents may only request one publicly funded
independent evaluation for each evaluation completed by the District.

Response to a Request for an Independent Educational Evaluation
If parents request an independent educational evaluation at public expense, the District will, without
unnecessary delay, provide the parent options for an independent educational evaluation at public
expense as follows:
1. A staff member from another school district in the Hamilton area; or
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2. A private sector provider
The District will provide a list of qualified individuals to perform the Independent Educational
Evaluation, but parents shall not be required to obtain an Independent Educational Evaluation from
one of the individuals recommended by the District.
Once the parent chooses an option, the District will arrange for the alternative evaluator, contract
with an independent examiner, or otherwise ensure that an Independent Educational Evaluation is
provided at public expense.
If the District initiates a hearing and the final decision is that the District evaluation is appropriate,
the parent still has the right to an Independent Educational Evaluation, but not at public expense.

Timeline Regarding Independent Educational Evaluations
In the interest of consistency between public and private evaluations, the District encourages parents
to choose an option for additional assessment offered by the district within 15 days of receiving the
options.
After the parent of the student with a disability chooses an option for an additional evaluation and
signs an assessment plan, the District will arrange for or initiate a contract with an appropriate
evaluator.
The District will make arrangements for a new evaluation, or contract with a qualified independent
examiner who is able to provide a written report for an IEP meeting within 60 days of receipt of
parent consent for assessment. If the evaluator cannot meet the required timeline, the District will
inform the parent and ask for agreement to an extension of time or selection of another option.

Information Provided to Parents
Upon parent request for an independent educational evaluation, the District will provide the parents
with a copy of its policy/procedures and criteria for independent educational evaluations.
CRITERIA

Consideration of the Independent Educational Evaluation
Independent Educational Evaluations are designed to determine the educational needs of disabled
students. The District is responsible for determining placement and services. Therefore, the
District will consider recommendations obtained in independent educational evaluation reports
completed in accordance with these procedures and criteria. However, independent educational
evaluations will not control District determinations and may not be considered if not completed by a
qualified professional as described in herein for educational evaluations.
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Local Limitations for Evaluators
Evaluators must be located within the Hamilton area, including but not limited to Missoula.
Evaluators outside of this area will be approved only on an exceptional basis if the parents can
demonstrate that there is a unique need for a specialized evaluation for their child and that there are
no qualified evaluators within Missoula or Ravalli County who can appropriately assess their child’s
educational needs.

Requirements
Independent evaluators shall be required to:
 Obtain parent consent to allow communication between the evaluator and District staff;
 Obtain written parent consent for the evaluation;
 If appropriate, communicate with the child’s teacher(s) and related service providers to gain
a perspective on how the child is performing in school and/or observe the student the in the
educational setting;
 Send the evaluation report, including all legally required components, to parents and the
District at least five (5) days prior to any meetings convened where the evaluation will be
considered;
 Participate in any IEP team meetings in person or via telephone conference to discuss the
results of the independent educational evaluation; and
 Release all test protocols, notes, etc. to a District representative at the time the evaluation
report is provided.
These requirements shall apply both to independent evaluators with whom the District contracts for
services or for reimbursement for an Independent Educational Evaluation obtained at parent
expense.

Assessments
All Independent Educational Evaluators must utilize testing and assessment materials and
procedures which are selected and administered so as to not be racially, culturally, or sexually
discriminatory. Tests and other assessment materials must be provided and administered in the
student’s primary language or other mode of communications, unless a written explanation is
provided as to why this provision and administration are not clearly feasible. All assessment
instruments utilized must have been validated for the specific purpose for which they are used, and
be administered by trained personnel in conformance with the instructions provided by the
publishers.

Minimum Qualifications for Evaluators
If the parent requests an Independent Educational Evaluation at public expense, the District will
provide the parent with information about where an Independent Educational Evaluation can be
obtained and these criteria. All Independent Educational Evaluations must be provided by a
qualified specialist. Evaluators with credentials other than those listed below will not be approved
unless the parent can demonstrate the appropriateness of using an evaluator meeting other
qualifications.
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Type of Assessment

Qualifications

Academic Achievement

Certified Special Education Teacher*
Licensed Educational or School Psychologist**

Adaptive Behavior

Licensed Educational or School Psychologist**
Certified Special Education Teacher

Assistive Technology

Certified or Licensed Speech/Language Pathologist
Certified Special Education Teacher*

Auditory Acuity/
Auditory Perception (CAP)

Licensed or Certificated Audiologist

Behavioral

Licensed Educational or School Psychologist**
Licensed School Counselor
Licensed Psychologist
Licensed Psychiatrist
Licensed Clinical Social Worker (LCSW)
Certified Behavior Analyst

Cognitive

Licensed Educational or School Psychologist **

Motor

Licensed Physical Therapist
Registered Occupational Therapist

Occupational Therapy

Registered Occupational Therapist

Physical Therapy

Registered Physical Therapist

Speech and Language

Certified or Licensed Speech/Language Pathologist

Social/Emotional

Licensed Educational or School Psychologist**
Licensed School Counselor
Licensed Psychologist
Licensed Psychiatrist
Licensed Clinical Social Worker (LCSW)
Certified Behavior Analyst

Visual Acuity/Developmental Vision

Licensed Ophthalmologist
Optometrist

Visual-Motor Integration/
Visual Perception

School Psychologist (Credentialed) or
Licensed Educational or School Psychologist**
Licensed Ophthalmologist
Optometrist
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* Master’s Degree
** Credentialed

Note: Evaluators must be free from any conflict of interest.
Independent Educational Evaluators must agree to release their assessment information and results
to the District prior to receipt of payment for services. The results of the Independent Educational
Evaluation will be considered in the diagnosis, program decisions and placement of the student with
disabilities as required by the Individuals with Disabilities Education Act.

Cost Limitations
Reimbursement for Independent Educational Evaluations will be limited to the amount it would
have cost the district to provide the same type of evaluation. Costs in excess of this amount will not
be approved unless the parent can demonstrate that such costs reflect a reasonable and customary
rate for such evaluative services, or if the parents can demonstrate that there are other factors that
make the extraordinary costs necessary.
Costs beyond the Independent Educational Evaluation (i.e. transportation, lodging, food, etc.) are
not covered in the cost of the independent evaluation and will not be approved, unless the parent
can document that such travel costs reflect factors that make the extraordinary costs necessary.
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APPENDIX D - EXTENDED SCHOOL YEAR DATA FORM
STUDENT NAME

DOB

SCHOOL

TEACHER

GRADE

Specific data are required whenever ESY is under consideration. Obtain and report data for each
measurable annual goal. Data may be attached to this form if it is collected in another format or
requires more explanation.
Measurable Annual Goal:

Break

Dates
of Data

Performance Just Prior to
Break*

Performance After
Break and
Recoupment
Period **

Dates of Data

Outcomes

☐ Progress
Maintained
☐ Progress Not
Maintained
☐ Progress
Maintained
☐ Progress Not
Maintained
☐ Progress
Maintained
☐ Progress Not
Maintained

Summer

Winter

Spring

*Document student’s progress toward goal
** Document student’s progress toward goal in relation to performance prior to break

Measurable Annual Goal:

Break

Dates
of Data

Performance Just Prior to
Break*

Performance After
Break and
Recoupment
Period **

Summer

Winter

Spring
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Dates of Data

Outcomes

☐ Progress
Maintained
☐ Progress Not
Maintained
☐ Progress
Maintained
☐ Progress Not
Maintained
☐ Progress
Maintained

☐ Progress Not
Maintained

*Document student’s progress toward goal
** Document student’s progress toward goal in relation to performance prior to break

Measurable Annual Goal:

Break

Dates
of Data

Performance Just Prior to
Break*

Performance After
Break and
Recoupment
Period **

Dates of Data

Outcomes

☐ Progress
Maintained
☐ Progress Not
Maintained
☐ Progress
Maintained
☐ Progress Not
Maintained
☐ Progress
Maintained
☐ Progress Not
Maintained

Summer

Winter

Spring

*Document student’s progress toward goal
** Document student’s progress toward goal in relation to performance prior to break

Measurable Annual Goal:

Break

Dates
of Data

Performance Just Prior to
Break*

Performance After
Break and
Recoupment
Period **

Dates of Data

Summer

Winter

Spring

*Document student’s progress toward goal
** Document student’s progress toward goal in relation to performance prior to break
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Outcomes

☐ Progress
Maintained
☐ Progress Not
Maintained
☐ Progress
Maintained
☐ Progress Not
Maintained
☐ Progress
Maintained
☐ Progress Not
Maintained

APPENDIX E - SAMPLE 15-DAY IMPLEMENTATION LETTER

[Letterhead]
[Date]
[Parent Name]
[Address]
RE:

Implementation of IEP

Dear [Parent]:
An IEP team meeting regarding your child [child’s name]’s special education and related
services was held on [date of meeting]. [At that time/On [date]], you were provided a copy of the
IEP that was [developed/revised] for your review and consent. Since that time, the District has not
received any communications from you regarding your intentions to consent to the proposed IEP.
As you are aware, you may consent to the proposed IEP wholly, you may consent with exceptions,
or you may refuse to consent. Again, I would request that you submit to me the signed consent
page (with or without exceptions) provided in the proposed IEP or notification that you refuse to
consent to the proposed IEP as soon as possible.
If you do not notify me of your response within 15 days of the date of this letter, which is
[date 15 days from date of letter], the District will begin implementing the special education and
related services detailed in that proposed IEP on that date.
If you have any questions or would like to discuss the proposed IEP further, please contact
me. For your convenience, I am enclosing another copy of the proposed IEP.
Sincerely,
[Name]
[Title]
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APPENDIX F - GUIDELINES FOR UNMARRIED/DIVORCED PARENTS
Hamilton School District respects the rights of parents, regardless of their marital status. The
District will abide by all court orders it is provided explaining the respective rights of each parent.
These guidelines do not apply to married parents.
Hamilton School District adopts the following guidelines regarding the rights of
Unmarried/Divorced Parents:
1. District staff shall request a copy of the most recently-adopted parenting plan or court order
addressing parenting rights upon:
a. Enrollment of the child
b. A referral of the child to special education or a request for consent for an initial
evaluation of the child
c. Annual IEP review for the child
2. Parents have the right to refuse to provide a copy the parenting plan or court order
addressing parenting rights.
3. If parents refuse to provide a copy of the parenting plan or court order addressing parenting
rights, the District will presume that the parents share equally in decision-making. This
means that only one parent has to consent to the evaluation or placement of the child, or
that only one parent is needed to revoke consent for services.
4. In the event that a court order terminates the right of a parent, the District will not disclose
any educational information to that individual or include that individual in any meetings
regarding the child.
5. A biological parent who does not have any custodial rights but whose rights have not been
terminated has the right of access to the student's education records. Upon request of this
noncustodial parent for access to the student’s education records, the District will provide
the requested information unless the District is provided a court order terminating or
limiting the noncustodial parent’s rights or access to educational information.
6. Provided there is no court order restricting the rights of a parent, the District will share all
educational information with both parents and will invite both parents to attend educational
meetings regarding the child. The District will use reasonable efforts to ensure the
attendance of both parents at meetings, including providing for alternate means of
attendance.
7. Notification for meetings held pursuant to the Individuals with Disabilities Education Act
(IDEA) will be accomplished by using IDEA-compliant notices sent to each parent
separately via regular, U.S. mail.
8. Notification for any other meetings will be consistent with the methods used to
communicate with all other parents.
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9. Absent a prior request by one parent to reschedule the meeting, the District will hold the
meeting as scheduled even if one parent is absent. In the event that one parent requests to
reschedule a meeting, the District will use reasonable efforts to schedule a timely meeting
that is convenient for both parents.
10. District staff members have the discretion to agree to hold separate parent-teacher
conferences at the request of either parent. Absent extenuating circumstances, separate IEP
meetings will not be scheduled.
11. Absent a court order restricting the rights of a parent, both parents have an equal right to
participate in meetings regarding their child, including participating as a member of any
team convened pursuant to IDEA.
12. If there is no parenting plan or court order addressing parenting rights, the District will
presume that the parents share equally in decision-making. This means that only one parent
has to consent to the evaluation for eligibility for special education services under IDEA or
educational placement of the child under the IDEA. In these situations, the District will act
in accordance with the consent provided by one parent.
13. If there is a parenting plan or court order requiring joint decision-making regarding
educational matters, the District will require the consent of both parents before evaluating
the student for eligibility and/or implementing any changes to the child’s special education
and related services when required by law.
14. In the event that joint decision-making is required by a parenting plan or court order and
the parents do not agree, the District will implement changes in the provision of the child’s
special education and related services in any areas of agreement and will work with the
parents to attempt to resolve any other areas of disagreement. If the parents previously
agreed to the provision of special education and related services, the District will continue
to provide special education and related services based upon the prior agreement in any
other areas of disagreement. If the request to consent is for the initial provision of services,
the District will not implement the provision of any special education or related services
until consent of both parents has been obtained.
15. If neither parent has specifically refused to consent to changes in the provision of special
education and related services, the District will make informal attempts to obtain consent
from either or both parents (depending on the contents of any parenting plan or court
order). After a reasonable time period has passed without response from either parent, the
District will notify the parents in writing requesting approval and stating that if no response
is received within 15 days, the District will implement the IEP as proposed pursuant to
ARM 10.16.3505(2)(c).
16. Absent a court order restricting the rights of a parent, either parent has the right to
challenge a decision by the IEP team in accordance with Montana law and the IDEA.
Absent a court order restricting the rights of a parent, either parent may exercise his or her
rights as set forth in the Procedural Safeguards.
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APPENDIX G - FORMS
These are sample forms provided by OPI:
Prior Written Notice
Referral for Comprehensive Educational Evaluation
Evaluation Plan
Meeting Notice for Evaluation Team and IEP
Eligibility Criteria Checklists














Autism
Developmental Delay
Cognitive Delay
Deafness-Blindness
Deafness
Emotional Disturbance
Hearing Impairment
Orthopedic Impairment
Other Health Impairment
Specific Learning Disability
Speech Language Impairment
Traumatic Brain Injury
Visual Impairment

Supplemental Aids and Services
IEP Team Member Excusal
Revocation of Consent for Services
Revocation of Consent for Services - Written Notice
Transfer of Rights - Parent Notice
Transfer of Rights - Student Notice
Summary of Performance
Transfer Student Documentation
Manifestation Determination
Private School Offer of FAPE
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