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INTRODUCTION: REFERRAL 
FOR INITIAL EVALUATION 

3 



 

Individuals with Disabilities Education Act (IDEA) 
• Request for initial evaluation. Consistent with the consent 

requirements in § 300.300, either a parent of a child or a 
public agency may initiate a request for an initial evaluation 
to determine if the child is a child with a disability.   

                 

• This is “request” for evaluation is commonly known as 
a referral. 

Referral for Initial Evaluation
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34 C.F.R. §300.301(b) 



Referral for Initial Evaluation 

5 

District of Columbia Municipal Regulations (DCMR) 
(a)  A child with a suspected disability who may need special 
education and is at least two years, eight months of age and less than 
twenty-two years of age, shall be referred, in writing, to an IEP team. 

(b)  A referral, which shall state why it is thought that the child may 
have a disability may be made by the following:  

1. A child’s parent or person in a parental relationship; or 

2. A child (self-referral) who is between the ages of eighteen and 
twenty-two years of age or an emancipated minor who is eligible 
to attend the LEA; or 

3. A professional staff employee of the LEA, or 

4. A staff member of a public agency who has direct knowledge of 
the child. 

                                     5 D.C.M.R. §3004.1 



Referral for Initial Evaluation 
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 A referral may come from a variety of sources, 
including: 
• Early Childhood Screening 

• Part C Infant-Toddler Program 

• General Education Intervention (e.g. Student Support Team 
(SST) or Response to Intervention (RTI) Team) 

• Parent 

• Self-referral by Adult Student (or on behalf of a minor-age 
student who expresses a concern) 

• Public Agency 

• Medical Professionals 

• Student’s Teacher 

 

 

 

 

 



Referral for Initial Evaluation 
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Practical Application of Referral 

 A referral is defined as written documentation that 
clearly states why it is thought that the child may have  
a disability.        

 There are no “magic words” to indicate that a referral is 
needed.  

• Example: Parent may come to school staff/teacher 
concerned about their child’s academic progress, but 
may not know how to articulate their concern in a 
precise manner. 

 Every LEA is responsible for recognizing when a parent 
needs help, to further clarify the parent’s request, and 
document the referral in writing.  



INITIAL EVALUATION 
PROCESS AND 

DOCUMENTATION 
REQUIREMENTS 
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Initial Evaluation Process 
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Timelines for Initial Evaluation 

Federal Regulatory Timeline 

 The initial evaluation must be conducted within sixty  (60) days of 
receiving parental consent for the  evaluation; or if the State 
establishes a time-frame within which the evaluation must be 
conducted, within that timeframe. 

                                                                                 34 C.F.R. §300.301(c)  

State Timeline (District of Columbia)  

 The LEA must complete an initial evaluation, including the eligibility 
determination, of a child suspected of having a disability within 120 
calendar days of receiving the written referral. 

 

     DC Code § 38-2561.02 
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 The 120 day timeframe does not apply if: 

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

• A child enrolls in a school of another public agency after the 
relevant timeframe [120 calendar days] has begun, and prior to 
the determination by the child’s previous public agency as to 
whether the child is a child with a disability.  

 NOTE: This exception only applies if the subsequent public 
agency is making sufficient progress to ensure a prompt 
completion of the evaluation, and the parent and public agency 
agree to a specific timeline for completion of the evaluation. 

                                                                34 C.F.R. § 300.301(d) 

Timeline Exception 

Initial Evaluation Process 
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 Review of existing evaluation data. As part of an initial evaluation ... 
the IEP Team and other qualified professionals, as appropriate, 
must--  

•  (1) Review existing evaluation data on the child, including-  
•   (i) Evaluations and information provided by the  

 parents of the child;  
•   (ii) Current classroom-based, local, or State  

  assessments, and classroom-based observations; and 
  (iii) Observations by teachers and related services 
  providers; and  

•  (2) On the basis of that review, and input from the child’s 
 parents, identify what additional data, if any, are needed to 
 determine…Whether the child is a child with a  disability… 
 and the educational needs of the child. 

                                                   34 C.F.R. § 300.305(a) 

Analyzing Existing Data 

Initial Evaluation Process 



The Office of the State Superintendent of Education 
(OSSE) issued the Part B Initial Evaluation/Reevaluation 
Policy on March 22, 2010 to address obligations 
pertaining to the Individuals with Disabilities  
Education Act (IDEA) Part B initial evaluation process, 
determination of eligibility, and the reevaluation 
process. 
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OSSE’s State-Level Policy 

Initial Evaluation Process 



End of 120 Days 
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Written referral made or received. 
Documented in SEDS. 

Acknowledgment of referral letter sent 
to parent. 

Analyze Existing Data: Team reviews 
data, decides how to proceed.  

Decision NOT to evaluate: 
Student continues to be a 
general education student. 

Decision to Evaluate:  
No Additional data needed. 

Decision to Evaluate:  
Additional data needed. 

Conduct additional 
assessments 

Prepare for eligibility 
determination: 
• Update AED with any new data 
• Create Evaluation Summary 
• Eligibility Meeting Notice 

(Invitation) to Parent 
• Fill out Disability Worksheet 
• Create Draft Evaluation Report 
• Rule out exclusionary factors 

IEP Team makes official eligibility 
determination: 
• Team discusses Draft 

Evaluation Report 
• Document eligibility 

determination in SEDS 
• Prior Written Notice (PWN) -  

Identification sent to Parent 
• Create Final Eligibility Report 
• Obtain Consent for the Initial 

Provision of Services 

Not Eligible: Team 
discusses other 
supports to assist 
student. 

Develop IEP 
30 Days 

Initial Evaluation Process 

Beginning of 120 Days  



Initial Evaluation Process 
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Case Study: Lucy 

• 8th Grader 

• Transfers into a new LEA 

• Small group interventions have begun 

• Struggles academically -- three grades below  
grade level in reading after interventions 

• Experiencing anxiety and withdrawal concerns 

• Mom makes referral and requests testing 

 



Initial Evaluation Process 
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ACKNOWLEDGEMENT OF REFERRAL LETTER: 

1) Generated in SEDS after referral is faxed 

2) Includes date of the official referral, which 
starts the 120-day timeline 

3) Prior Written Notice (PWN) that school 
intends to evaluate the student 

4) Must be sent prior to starting evaluation 

SAMPLE REFERRAL 

1) Written 

2) Form provided by LEA/school 

3) Must fax into SEDS 

Special Education Data System (SEDS): Acknowledge Referral 



Initial Evaluation Process 

LEA must fax written 
referral into SEDS prior 
to generating Referral 
Acknowledgement 
Letter. 

 

Written referral should 
contain: 

• Name of person 
referring student 

• Date of referral 

• Reason for referral 

16 



Initial Evaluation Process 
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 Progress monitoring and data collection for a student should be ongoing, 
long before a referral is made. 

 This existing information will be reviewed by a school-based team as the 
first step of the evaluation process. 

 The purpose of reviewing existing data is to identify what additional data, 
if any, is needed to determine: 

• If the child is a child with a disability; 

• The educational needs of the child; 

• The present levels of academic achievement and developmental 
needs; 

• Whether any additions or modifications to the special education and 
related services are necessary to enable the child to meet his/her 
annual goals, and to participate in the general education curriculum. 

 

Analyze Existing Data: Purpose of Review  



Initial Evaluation Process 

• DC CAS below basic reading & math, ANet scores show similar levels 
without much progress unit to unit. 

• Homework/classwork grades are 60% math, 50% reading (class averages 
are 85% and 92%). 

• Recent math unit test is 45% (class average 88%). 

• Currently in small group setting for math with 10 minutes of re-teaching 
each period. 

• Struggles to do basic addition/multiplication,  
seems to confuse numbers often. 

• Reading interventions have been ongoing  
since August, but AIMSweb shows reading levels  
are still 3 grades below on multiple benchmarks. 

Case Study: Team Reviews Lucy’s Existing Data 
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Initial Evaluation Documentation 

Identify area(s) 
of concern. 

 

Review existing 
data for each 
area of concern. 

 

Summarize each 
type of data 
reviewed by the 
team using the 
‘Details’ tab. 
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Analyzing Existing Data (AED) in SEDS 



Initial Evaluation Documentation 
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ANALYZE EXISTING DATA: Is there enough data to answer three GUIDING 
QUESTIONS? 

1) Does the child have disability & what are his/her educational needs? 

2) What are present levels of academic & developmental needs of child? 

3) Does child need special education & related services? 

Team needs additional data 
before moving forward 
with eligibility process. 

• Obtain parental consent 
to evaluate. 

• Order additional 
assessments. 

• Send copy of AED Report 
to parent. 

• Send PWN to parent. 

No further information 
needed.  Team will proceed 
with eligibility process. 

• Obtain parental consent 
to evaluate. 

• Send copy of AED Report 
to parent. 

• Create evaluation 
summary report. 

• Send PWN to parent. 

 

No further information 
needed.  Team does NOT 
suspect disability. 

• Parental consent is not 
required. 

• Give copy of AED Report 
to parent. 

• Send PWN to notify 
parent of decision. 

Review of Existing Data Determines Next Steps 



• Team decides to proceed 
(or not proceed) with the 
evaluation process. 

• Team answers the three 
‘Guiding Questions’ to 
determine if enough data 
exists to move forward. 

• If Team answers ‘No’ to 
one of the questions, 
then additional 
assessments are selected 
as appropriate. 

• LEA generates AED 
report and sends it to 
parent. LEA includes 
PWN explaining decision. 

Initial Evaluation Documentation 
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Team Decides How to Proceed 



• Decide if existing data is 
enough to make an 
eligibility determination 
decision, or if additional 
data is needed. 

• PWN will be generated 
to reflect this decision. 

• Regardless of whether 
additional data is 
needed, or not, parental 
consent must be 
obtained in order to 
move forward with the 
process. 

22 

Initial Evaluation Documentation 



Final AED Report: 
Summary of Data 
Reviewed 

• Description of previous 
or current interventions 
attempted.  

• Corresponding progress 
monitoring tools.  

• Description of 
outcomes. 

23 

Initial Evaluation Documentation 



Prior Written Notice (PWN) explains to Lucy’s Parent why the LEA proposes to 
move forward with an evaluation, including an additional assessment. 

24 

Initial Evaluation Documentation 



Initial Evaluation Documentation  

Parental Consent Not Required for: Parental Consent Required for: 
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 Test administered to all children 

 Referring student for evaluation 

 Reviewing existing data directly after 
referral is made (AED) 

 Making initial eligibility 
determination (PWN only, as consent 
to evaluate already obtained earlier 
in process) 

 Proceeding with evaluation after 
analyzing existing data, which could 
include:  

– Conducting evaluations for the 
purposes of determining 
eligibility  

– Proceeding with an initial 
evaluation that does not require 
additional assessments 

 Initializing provision of special 
education services 

 

Consent must always be written. 

What if parent refuses to grant consent? 

Part B Initial Evaluation/Reevaluation Policy, March 2010, p. 15-17 



Initial Evaluation Documentation 

“Based on the information provided in 

the Analysis of Existing Data Report and 

the Prior Written Notice, the LEA is 

requesting that you provide 

consent to conduct an evaluation of your 

child to determine if he/she has or 

continues to have a disability that 

requires special education 

and related services under the 

Individuals with Disabilities Education Act 

(IDEA).” 

Consent to Move Forward with Evaluation 
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Procedural Safeguard Notice 
(PSN) Highlights: 

• Parent’s right to refer child 
for evaluation (Page 5) 

• 120-Day Timeline for Initial 
Evaluation (Page 6) 

• LEAs “Reasonable Efforts” to 
contact Parent (Page 10) 

• Non-mandatory parent 
signature confirming the 
receipt of the PSN (last 
page) 

Initial Evaluation Documentation 

27 



Initial Evaluation Documentation 
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EXAMPLES OF INFORMAL SOURCES OF DATA 

• Progress monitoring 

• Response to Intervention 

• Classroom activities, projects, 
observations, logs, checklists 

• Curriculum-Based Measurement (CBM) 

EXAMPLES OF FORMAL SOURCES OF DATA 

• Assessments administered by 
trained provider 

• Medical assessments 

Are Prior Written Notice (PWN) and consent always needed for assessments? 

• Not required if assessment is conducted before a child is suspected of having 
a disability, as part of a screening process (for all children). 

• Required if the assessment is conducted after a child is suspected of having a 
disability and has been referred for an evaluation under the IDEA. 

Assessments are Part of Evaluation Process 



Initial Evaluation Documentation 
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 Screening practices for academic performance are   
effective when: 

• Appropriate instruction is delivered in the general education setting  by 
qualified personnel. 

• Instruction and interventions are provided at varying intensity levels 
(also known as differentiated learning). 

• Progress monitoring data is collected reflecting a child’s progress 
during instruction. 

The screening of a student by a teacher or specialist to 
determine appropriate instructional strategies for curriculum 
implementation shall not be considered to be an evaluation for 
eligibility for special education and related services. 

34 C.F.R. § 300.302 

 Screenings Come Before Evaluation 



Initial Evaluation Documentation 

 Use a variety of assessment tools and strategies to gather relevant 
functional, developmental, and academic information about the child, 
including information provided by the parent; 

 Not use any single measure or assessment as the sole criterion for 
determining whether a child is a child with a disability and for 
determining an appropriate educational program for the child; and 

 Use technically sound instruments that may assess the relative 
contribution of cognitive and behavioral factors, in addition to physical 
or developmental factors. 

30 

  

Multiple Sources of Data Required 

34 C.F.R. § 300.304; Part B Initial Evaluation/Reevaluation Policy, March 2010 



Initial Evaluation Documentation 
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Evaluation Summary Report 
Includes: 

• Existing data 

• Additional assessment data 

• Strengths & concerns in 
each area 

• Relationship of behavior to 
academic functioning 

• Basis for disability 
determination 

Part B Initial Evaluation/Reevaluation Policy, March 2010, p. 19 



Initial Evaluation Documentation 
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END of 120 Day Timeline 

TEAM MAKES DECISION 

1) Review Disability Criteria 
Worksheet(s) 

2) IEP Team (including Parent) reviews 
Draft Eligibility Determination Report 

3)    Eligibility Determination: 

•  Document decision in SEDS 

•  Final Eligibility Report created 

•  PWN to Identify sent to Parent 

•  Dissent statement (if needed) 

4)    Consent for the Initial Provision of 
Services obtained 

OTHER SUPPORTS:  
Team discusses other 
academic or 
behavioral supports 
and interventions to 
assist student. 

30 Days to Develop 
IEP (or modify 
existing IEP) 

Conclusion of Evaluation Process 



OVERVIEW OF DISABILITY 
CATEGORIES 
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Overview of Disability Categories 
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• Autism Spectrum Disorder 

• Deaf-blindness 

• Deafness 

• Developmental Delay 

• Emotional Disturbance 

• Hearing Impairment 

• Intellectual Disability 
 

• Multiple Disabilities 

• Orthopedic Impairment 

• Other Health Impairment 

• Specific Learning Disability 

• Speech or Language 
Impairment 

• Visual Impairment 

• Traumatic Brain Injury 
 

(All disability criteria listed in the Part B Initial Evaluation/Reevaluation Policy, March 
2010, pp. 20-33; Also 5 D.C.M.R. § 3001.1.) 

14 Disability Categories Recognized in the District of Columbia 



Disability Category Application 

 Disorder in understanding or using language, spoken or written, 

manifesting itself in imperfect ability to: 

• Listen, think, speak, read, write, spell, do math. 

• Can include perceptual disabilities, brain injury, minimal brain 
dysfunction, dyslexia, developmental aphasia. 

 SLD does NOT include learning problems primarily resulting from: 

• Visual, hearing, or motor disabilities 

• Intellectual disability or emotional disturbance 

• Environmental, cultural or economic disadvantage 
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Specific Learning Disability (SLD) 

34 C.F.R.§ 300.8(c)(10 



Disability Category Application 

 Each State must adopt a criteria for determining whether a child has SLD 
and the criteria --  

 (1) Must not require the use of a severe discrepancy  model. 

 (2) Must permit the use of a process based on the child’s response to 
 scientific, research-based intervention as part of the SLD determination 
 process. 

 (3) May permit the use of other alternative research-based  procedures 
 for determining whether a child has a specific learning disability. 

 OSSE strongly supports the use of identification procedures that are based 
on scientific, research-based intervention. 

Specific Learning Disability (SLD) Continued 

36 

34 C.F.R. § 300.307 



Disability Category Application 
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Scientific Research-Based 
Interventions Model 

Discrepancy Model 

Criterion 1: Inadequate responses to 
interventions AND assessments show 
pattern of weaknesses consistent with 
SLD characteristics OR not making 
sufficient progress to meet learning 
standards. 

Criterion 1:  Inadequate performance 
even after appropriate instruction and 
learning experiences provided. 

Criterion 2: Show that SLD is NOT 
primarily the result of certain 
exclusionary factors. 

Criterion 2: Discrepancy between 
achievement  (IEE) and measured ability 
(Intellectual Eval) of at least  2 years 
below age. 

Additional Requirement: Observations 
in the child’s learning environment. 

Criterion 3: Show SLD is NOT primarily 
the result of certain exclusionary factors. 

Two Ways to Identify SLD 



Disability Criteria Application 

 OSSE supports the use of identification procedures that are 
based on scientific research rather than identification 
through the use of a discrepancy model. 

 IDEA 2004 introduced new options/opportunities for the way 
in which states must define eligibility as a response to 
widespread concern about over-identification of children 
with SLD. 

38 

Part B Initial Evaluation/Reevaluation Policy, March 2010, pp. 28, citing 34 C.F.R. § 300.111. 

OSSE Policy on SLD Identification 



Disability Criteria Application 
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Both models use 
Criterion 1 

Both models use 
Exclusionary Factors 

SLD Disability Worksheet 
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What interventions 
were used? 

What was the outcome? 

How were responses 
measured? 

Disability Criteria Application 
SLD Worksheet: Research-Based Intervention Model 
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Choose RTI as a source of 
information 

Summarize info about 
student revealed by RTI 

Disability Criteria Application 
Document Research-Based Interventions:  AED Details Page 



REEVALUATION 
REQUIREMENTS AND 

PROCESS 
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Reevaluation Requirements 

(a) General.  A public agency must ensure that a reevaluation of each child 
with a disability is conducted in accordance with Sec. Sec. 300.304 
through 300.311 – 

(1) If the public agency determines that the educational or related services needs, 
including improved academic achievement and functional performance, of the child 
warrant a reevaluation; or 

(2) If the child’s parent or teacher requests a reevaluation. 

(b) Limitation.  A reevaluation conducted under paragraph (a) of this section –  

(1) May occur not more than once a year, unless the parent and the public agency agree 
otherwise; and 

(2) Must occur at least once every 3 years, unless the parent and the public agency agree 
that a reevaluation is unnecessary. 
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Federal Regulatory Requirements 

34 CFR §300.303 



As part of … any reevaluation, the IEP team, including other 
qualified professionals, as appropriate, shall:  

(a) review existing evaluation data on the child, including: 

(1) evaluations and information provided by the parents of 
the child; 

(2) current classroom-based assessments and 
observations; and 

(3) observations by teachers and related service providers. 

Reevaluation Requirements

44 

Local Regulatory Requirements 

5 D.C.M.R. §3005.4 



Reevaluation Requirements 
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 A reevaluation is defined as an evaluation conducted after 
the initial evaluation. 

 It is the process by which the IEP Team gathers data to 
determine: 

•  If the child with a disability still has a disability; 

•  The present levels of academic achievement and related 
developmental needs of the child; 

• Whether the child continues to need special education and related 
services, and;  

• Whether any additions or modifications to the special education 
and related services are necessary. 

 As in the case of an initial evaluation, the IEP Team may 
agree to determine eligibility without conducting additional 
assessments. 

 

 

 

 

 

 



When is a Reevaluation Required? 

 A reevaluation must occur once every 3 years, whether 
or not the child’s needs have changed, unless the parent 
and LEA agree that a reevaluation is unnecessary.  

 Reevaluation is required before determining that a child 
is no longer eligible for special education and related 
services, unless the child is graduating with a regular 
high school diploma or is aging out of the system. 

Reevaluation Requirements
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34 C.F.R. §300.303(b)(2) & 34 C.F.R. §300.305(e)(1) 



Reevaluation Requirements 

INITIAL EVALUTION REEVALUATION 

34 C.F.R. §300.300(a)  

Parental consent for initial evaluation.   

(1)(i) The public agency proposing to conduct 
an initial evaluation to determine if a child 
qualifies as a child with a disability under 
§300.8 must, after providing notice consistent 
with §300.503 and §300.504, obtain informed 
consent, consistent with §300.9, from the 
parent of the child before conducting the 
evaluation. 

34 C.F.R. §300.300 (c)  

Parental consent for reevaluation.   

(1) Subject to paragraph (c)(2) of this section, 
each public agency – (i) must obtain 
informed parental consent, in accordance 
with §300.300(a)(1), prior to conducting 
any reevaluation of a child with a 
disability. 

(2) The informed parental consent described 
in paragraph (c)(1) of this section need not 
be obtained if the public agency can 
demonstrate that –  

i. It made reasonable efforts to 
obtain such consent; and 

ii. The child’s parent has failed to 
respond. 
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End of 3 Year Cycle 

Reevaluation Requirements
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IEP Team plans several months 
ahead for upcoming reevaluation. 

Analyze Existing Data: Team reviews data, 
including progress on current IEP and any 
assessments done within the last 3 years, 
then decides how to proceed.   

Continue with Reevaluation, 
No Additional data needed: 
• LEA makes reasonable efforts to 

obtain consent. 

Continue with Reevaluation,  
Additional data needed: 
• LEA makes reasonable efforts 

to obtain consent. 

Conduct additional 
assessments 

Prepare for eligibility decision: 
• Update AED with any new data 
• Create Evaluation Summary 
• Reevaluation Meeting Notice 
• Fill out Disability Worksheet 
• Create Draft Evaluation Report 
• Rule out other factors 

Teams makes official eligibility 
determination: 
• Team discusses Draft Eval 

Report 
• Document decision in SEDS 
• PWN to Identify sent to Parent 
• Create Final Eligibility Report 
• Consent for Services not needed  

No Longer 
Eligible: Team 
discusses other 
supports to assist 
student.  

Continues to be 
Eligible: Review & 
Revise IEP. 

Overview of the Reevaluation Timeline 

The reevaluation 
process looks similar to 
the initial evaluation 
process, with a few key 
differences. 
 



ADDITIONAL RESOURCES 
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State Performance Plan (SPP) 

• Evaluates state’s implementation of 
Part B IDEA 

• Describes plan for improvement 
based on 20 different performance 
indicators 

• Sets target goals 

Annual Performance Report 

• Yearly report on state’s performance 
in reaching targets 

Special Conditions 

• Enhanced monitoring by U.S. DOE 
due to low performance on certain 
indicators 

• Directs specific use of IDEA funds 



Data for Monitoring and Compliance 
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OSSE Tools to Assist LEAs in Improving Performance: 

 LEA Planning & Performance Report 

• Statistics on timeliness of evaluations and annual IEPs 

• Dashboard report sent weekly to all LEAs 

 DC Corrective Action Tracking System (DC CATS) 

• Web-based system for issuing monitoring reports 

• Used by LEAs to document correction of noncompliance 

 Special Education Quality Review (SEQR) Tool 

• Web-based self-assessment tool for LEAs 

• Assesses school-level programs for students with disabilities 

• Quality indicators based on best practice and can help LEAs identify 
areas for improvement 



Additional Resources 
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  Individuals with Disabilities Education Act (IDEA) 

• 34 C.F.R. §300.34   http://idea.ed.gov 

 District of Columbia Municipal Regulations (DCMR) 

• http://dcregs.org 

 OSSE Part B Initial Evaluation/ Reevaluation Policy  
    http://osse.dc.gov/service/policies-and-regulations  

 SEDS Resource Site 

• https://sites.google.com/a/dc.gov/seds-help-resources/ 

  Special Education Quality Resource Tool (SEQR) 

• http://www.dcseqrtool.org 
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Thank You 
 

For questions, please contact the  
Training and Technical Assistance Unit: 

 

osse.tta@dc.gov 
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