
 

  

    

 

 



 
 

 

 

Introduction ..................................................................................... 1 

Special Education Staff ...................................................................... 2 

What is Special Education? ................................................................ 3 

Who is Eligible to Receive SDI (Specially Designed Instruction)?............. 4 

What is a 504 Plan? .......................................................................... 4 

Overview: How Special Education Works ............................................. 5 

Making a Referral for Special Education ............................................... 8 

Evaluations ...................................................................................... 9 

Eligibility for Special Education ......................................................... 12 

Individual Education Program (IEP) .................................................. 15 

Transition Services ......................................................................... 17 

Placement Decisions and Least Restrictive Environment (LRE) .............. 19 

Parent and Student Rights (Procedural Safeguards) ............................ 20 

Prior Written Notice ........................................................................ 20 

Behavior and Discipline Procedures ................................................... 22 

Disagreements and Complaints about Special Education ...................... 24 

Need Assistance? ............................................................................ 24 

Get to Know the Lingo ..................................................................... 27



 

 

 

When students are having a difficult time making academic progress at the same 

rate as their peers there are numerous options or “interventions” that are available 

to meet the student’s needs. If it is suspected that a disability is impacting the 

student’s academic progress, special education services or a Section 504 

Accommodation Plan may be options available to provide necessary help for 

struggling students when other, less restrictive interventions are not meeting the 

student’s needs. 

Special education is a service that is designed to provide an appropriate educational 

program for students with disabilities. The processes involved with special education 

can be complicated and confusing. Special education also has its own language that 

can add to the confusion for those who aren’t familiar with the program. (Learn more 

about special education language in the Get to Know the Lingo section.) 

A 504 Plan is designed to provide accommodations that may be necessary to assist 

students with disabilities to participate in school-related activities to the greatest 

extent possible. (Learn more about Section 504 Accommodation Plans in the What 

is a 504 Plan? section.) 

This handbook is a working document that is designed to help parents and educators 

have a working understanding of special education services at Valley School District 

(VSD), including Valley Early Learning Center (VELC), Valley School, Paideia High 

School, and Columbia Virtual Academy (CVA). The handbook is not designed as a 

substitute for state and federal regulations. The handbook begins with a general 

overview of special education processes then goes into greater detail about each 

process.   

This handbook is organized into the following topics: 

 Special Education Staff 

 What is Special Education? 

 Who is Eligible to Receive SDI (specially designed instruction)? 

 What is a 504 Plan? 

 How Special Education Works 

 Making a Referral for Special Education 

 Evaluations 

 Eligibility for Special Education 

 Individual Education Program (IEP) 

 Transition Services (Planning for high school graduation and adulthood) 

 Placement Decisions and the Least Restrictive Environment (LRE) 

 Parent and Student Rights (Procedural Safeguards) 

 Prior Written Notice 

 Behavior and Discipline Procedures 

 Disagreements and Complaints About Special Education 

 Need Assistance? 

 Get to Know the Lingo 



 

 

 

The Valley Special Education Program employs several individuals with different 

areas of specialization to assist in the delivery of Specially Designed Instruction 

(SDI). It is important to understand the different roles and whom to contact when 

you have questions regarding special education services.   

District-level special education staff have duties that include all district-level special 
education operations and are centrally located at the Valley School District 

Administrative Offices. 
 

 Director of Special Education 

The Director is responsible for special education program oversight, including 

compliance with district, state and federal regulations; supervision of special 

education staff and specialists; and oversight of Section 504 activities.  
 

 School Psychologist 

The School Psychologist is primarily responsible for the special education evaluation 

process and providing recommendations to the Individualized Education Program 

(IEP) Team to assist in IEP development. 
 

 Special Education Secretary 

The Special Education Secretary is the central point of contact for department 

communications and is responsible for tracking and maintaining all special education 

records. 

 Special Education Teacher 

The Special Education Teacher is responsible for student IEP development, delivery 

of SDI, and oversight of special education instruction at the building level. 
 

 Speech & Language Pathologist (SLP) 

The SLP is responsible for evaluating, developing an IEP, and delivery of therapy 

services for students with severe communication needs. The SLP may be a member 

of the IEP team if the child has difficulty with language or speech that impact his 

education. This may include speech sound production (articulation) and the use of 

spoken language. 
 

 Occupational Therapist (OT) 

The OT is responsible for evaluating, developing IEP goals, and implementation of 

occupational therapy services. The OT may be a member of the IEP team if the child 

has significant difficulty with fine motor activities (activities using hands and smaller 

controlled movements) that impact her/his education. 
 

 

 

 

 

 

 

 

 



 

 

 Physical Therapist (PT) 

The PT is responsible for evaluation, development of IEP goals, and implementation 

of physical therapy service. The PT may be a member of the IEP team if the child has 

gross motor needs that significantly interfere with her/his ability to access and 

participate in the school environment. 
 

 Special Education Para-educator 

Para-educators are trained staff who work directly with students to deliver SDI in the 

student’s classroom, in small groups, or in one-to-one sessions. Para-educators work 

under the supervision of the building Special Education Teacher. 

 Special Education Teacher  

The Special Education Teacher at CVA is responsible for student IEP development 

and oversight of the delivery of services and development of SDI. At CVA, the 

Special Education Teacher partners with parents to develop goals that can be 

implemented in a distance-learning format. 
 

 Special Education Para-educator 

Para-educators are specially trained staff responsible for the direct delivery of SDI 

under the supervision of the Special Education Teacher. At CVA, SDI is typically 

delivered through an online video chat format rather than in-person contact. 
 

 Speech & Language Therapist (SLP) 

The SLPs at CVA are responsible for the evaluation, IEP development, and delivery of 

therapy for students with severe communication impairments. At CVA, the SLPs work 

remotely with families in a video chat format. 

If you have general questions regarding special education programs you can contact 

the Special Education Secretary, Caitie Klemish, at: 

Phone: (509) 937-2616             Email: Caitie.Klemish@cva.org 

 

 

Special education is specially designed instruction (referred to as “SDI”) that 

addresses the unique needs of a student eligible to receive special education services. 

Special education is provided at no cost to parents and includes the related services 

a student needs to access her/his educational program. 

Special education programs exist to provide students with disabilities the educational 

tools and strategies that will address their unique and individual needs to ensure that 

they will receive a free and appropriate public education (FAPE) that will prepare 

them for further education, employment, and independent living. 
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The Individuals with Disabilities Education Act (IDEA) of 2004 is the federal law that 

guarantees a FAPE is provided to students with disabilities. The Washington state 

regulations on special education can be found in the Washington Administrative Code 

(WAC) Chapter 392-172A. 

 

 

 

Students from ages 3-21 with disabilities who are determined eligible for special 

education and related services are entitled to a free appropriate public education 

(FAPE). Services are provided to eligible students according to an Individualized 

Education Program (IEP) in preschools, elementary, and secondary schools, or other 

appropriate settings. 

Children with disabilities from age birth-3 may be eligible for services as well. These 

services are provided at no cost to families and are provided through a joint effort 

between the Valley School District and Educational Service District (ESD) 101. 

Anyone familiar with the child who has concerns can contact the Special Education 

Director at (509) 937-2616. Families enrolled through CVA must contact their local 

school district for more information. 

Eligibility for SDI is determined through a special education process (outlined below) 

that involves a comprehensive evaluation process to determine the presence of a 

disability in one or more of the fourteen eligibility categories that are recognized 

under federal and state laws. 

(Learn more about the eligibility categories in the Eligibility for Special Education 

section.) 

 

 

The “504″ in “504 plan” refers to Section 504 of the Rehabilitation Act and 

the Americans with Disabilities Act, which specifies that no one with a disability can 

be excluded from participating in federally funded programs or activities, including 

elementary, secondary or postsecondary schooling. 

“Disability” in this context refers to a “physical or mental impairment which 

substantially limits one or more major life activities.” This can include physical 

impairments; illnesses or injuries; communicable diseases; chronic conditions like 

asthma, allergies and diabetes; and learning differences. A 504 plan spells out the 

accommodations that will be needed for these students to have an opportunity to 

perform at the same level as their peers, and might include such things as wheelchair 

ramps, blood sugar monitoring, an extra set of textbooks, additional time to complete 

http://www.k12.wa.us/SpecialEd/pubdocs/TAP1.pdf
http://www.k12.wa.us/SpecialEd/Families/default.aspx
http://www.k12.wa.us/Equity/Families/Section504.aspx


 

 

tests, preferential seating, or a tape recorder or keyboard for taking notes. The goal 

of Section 504 is to level the playing field, not to maximize potential. 

Section 504  Special Education 

A civil rights law  A federal grant program 

No separate funding  State and federal funding 

No “categories” to qualify  Disability categories 

Requires substantial limitation on a major 

life activity 

Requires adverse educational impact & need for 

specially designed instruction 

Parent participation recommended Parent is required IEP team member 

504 Plan to provide accommodations rather 

than instruction 

IEP developed to provide specially designed 

instruction as well as any necessary 

accommodations 

 

 Designate a 504 Coordinator 

 Adopt complaint procedures 

 Receive parent consent before the initial evaluation and initial placement 

 Notify parents before taking any action regarding identification, evaluation, and 

placement 

 Give parents a copy of their procedural safeguards under Section 504 

 Make evaluation and placement decisions as a team 

 Periodically re‐evaluate the student 

 

 

Special education is governed by numerous processes and procedures designed to 

provide your student with an appropriate educational program.  

The following is an overview of 10 important steps in the special education processes 

that mark the progression of every student’s special education program. This list is 

not comprehensive; it serves as a guide to helping you understand where you might 

be in the process and what procedures may be applicable. 

 

A referral is made for your student to be evaluated for special education. 

Parents, school personnel, school district staff, or other persons with knowledge about the 

student services can make a referral to the school district to have your student evaluated 



 

 

for special education. A referral for an evaluation must be in writing. The district also has a 

“child find” responsibility to identify, locate, and evaluate all students within the district who 

need special education. Once any referral is made, the district must decide if your student 

will be evaluated for special education. (Learn more about the referral process in 

the Making a Referral section.) 

The school district decides to evaluate the student for special education and 

obtains parent/guardian consent. 

The school district has 25 school days to decide, with your input, whether or not to evaluate 

a student. Once a district decides to evaluate the student, the district will decide what 

additional assessment data is needed to determine if the student is eligible for special 

education. Before conducting the initial evaluation, the district must obtain your informed 

consent. (Learn more about referral timelines in the Making a Referral section.) 

Your student is evaluated for special education. 

After obtaining your informed written consent, the district may proceed with conducting the 

initial evaluation. The evaluation process must be completed within 35 school days after the 

district receives your consent. The evaluation must be comprehensive and must address all 

areas of a suspected disability, including those areas which may or may not be directly 

related to the suspected eligibility category included in the referral. (Learn more about the 

initial evaluations in the Evaluations section.) 

Your student’s eligibility for special education is discussed. 

You and a group of qualified professionals review your student’s initial evaluation report. 

The initial evaluation report consists of results from all of the assessments conducted, the 

information gathered from reviewing existing records and data maintained by the district, 

and any additional information you may have provided. You and the district's evaluation 

group meet to discuss the results of the initial evaluation report and make a determination 

about your student’s eligibility. (Learn more about initial evaluation reports in the  

Evaluations section and about determining eligibility for special education in the Eligibility 

for Special Education section.) 

Your student is found to be eligible for special education services. 

If it is determined that your student has a disability and needs special education services as 

a result of that disability, then your student will be eligible for special education. Your 

student’s special education and any related services will not start, however, until you give 

consent for special education to begin. Once you give consent, the district will formulate a 

team to begin working on creating an Individualized Education Program (IEP) for your 

student. (Learn more about what you can do if your student is not found eligible in the 

Eligibility for Special Education and Evaluations sections.) 

http://www.k12.wa.us/SpecialEd/Families/Referral.aspx
http://www.k12.wa.us/SpecialEd/Families/Referral.aspx
http://www.k12.wa.us/SpecialEd/Families/Evaluations.aspx
http://www.k12.wa.us/SpecialEd/Families/Evaluations.aspx
http://www.k12.wa.us/SpecialEd/Families/Eligibility.aspx
http://www.k12.wa.us/SpecialEd/Families/Eligibility.aspx
http://www.k12.wa.us/SpecialEd/Families/Evaluations.aspx


 

 

An IEP Team meeting is held and an IEP is written. 

Once the student is found to be eligible for special education services, an IEP Team will 

meet within 30 days to write an IEP for your student. You, as a parent or guardian, are 

included as a member of the IEP Team. The IEP Team uses the information previously 

gathered from the initial evaluation to talk about your student’s needs, write the IEP, and 

decide upon the appropriate placement for implementing the IEP. (Learn more about who is 

on the IEP Team, how an IEP is developed, and placement decision in the section 

on Individualized Education Programs) 

 

Your student’s IEP is implemented and services begin. 

The services identified in your student's initial IEP should be made available as soon as 

possible after the IEP Team develops an IEP. You will receive a copy of the IEP. Each of your 

student’s teachers and service providers will also have access to the IEP and know their 

specific responsibilities for carrying out the IEP. These responsibilities include any of the 

accommodations, modifications, and supports identified in your student’s program. (Learn 

more about implementing IEPs in the section on Individualized Education Programs) 

Your student’s progress is measured throughout the year, an annual IEP meeting 

is held, and the IEP is updated. 

At least once a year, the IEP Team is required to meet to review your student’s progress 

and update the goals and services that make up her/his individualized program. As a 

member of the IEP Team, you are invited to participate in the annual IEP Team meeting and 

can make suggestions for changes to the IEP in the upcoming year. (Learn more about how 

your student’s progress is measured and annual IEP meetings in the section 

on Individualized Education Programs.) 

Your student is reevaluated. 

At least every three years, your student is reevaluated to determine if she/he still has a 

disability and continues to need special education services. A reevaluation may occur 

sooner, however, if your student’s needs change to the extent that the most current 

evaluations do not provide enough information for the IEP Team to revise the IEP. (Learn 

more about how reevaluations work and when to request a reevaluation in the Evaluations 

section.) 

A transition plan is developed and included in your student’s IEP. 

By the time your student turns 16 years old, the IEP must have an appropriate transition 

plan in place for when your student will either graduate from high school or exceed the age 

requirements for special education. You and your student are invited to participate in the 

IEP Team meetings to create this transition plan, and together, can make suggestions for 

appropriate postsecondary goals and transition services. (Learn more about transition plans 

in the Transition Services section.) 

http://www.k12.wa.us/SpecialEd/Families/IEP.aspx
http://www.k12.wa.us/SpecialEd/Families/IEP.aspx
http://www.k12.wa.us/SpecialEd/Families/IEP.aspx
http://www.k12.wa.us/SpecialEd/Families/Evaluations.aspx
http://www.k12.wa.us/SpecialEd/Families/Evaluations.aspx
http://www.k12.wa.us/SpecialEd/Families/Transition.aspx


 

 

 

 

VSD/CVA has a duty to locate students residing within the district or currently 

enrolled who might be in need of special education. This responsibility is called “child 

find.” In order to meet its “child find” obligations, VSD/CVA has procedures in place 

to locate, identify, and evaluate students between the ages of 3 and 21 who are 

suspected of having a disability and may be eligible for special education and related 

services. 

Students enrolled in kindergarten to 12th grade typically are referred to the Student 

Success Team (SST). The SST is a team of teachers, special educators, education 

specialists, and administrators that meets on a regular basis to discuss student 

concerns and recommend intervention strategies. In most situations student 

concerns can be addressed without the need for special education services. When 

other interventions cannot meet the student’s needs, the SST has the option to refer 

the student for special education evaluation. 

If at any time you believe your student may need special education, you should 

contact the Special Education Director at (509) 937-2616 to request that your student 

be evaluated for special education. 

Parents/guardians, school personnel, school district staff, or other persons with 

knowledge about a student may make a referral requesting that the student be 

evaluated to determine eligibility for special education. Any request for evaluation to 

determine if a student qualifies to receive special education services should be made 

in writing and sent to the Special Education Director. Your student’s teacher or 

principal can assist you with this process if you have questions. It is recommended 

that you keep a copy of your written request for your files. 

When requesting to have your student evaluated, be sure to include why you think 

your student may need special education services and all of the areas of suspected 

disability. If you think, for example, that your student has difficulty in reading and 

has emotional problems that need to be addressed, then ask that both areas be 

evaluated. It is also helpful to provide examples of the types of situations that appear 

challenging to your student. If you have them, provide any documents which indicate 

that your student may have an impairment, such as letters from doctors or mental 

health providers. 
 

Your written referral puts into motion a series of timelines the school district must meet 

in response to your request. The district must make a decision within 25 school days as 

to whether or not it will evaluate your student. 

javascript:void(0)


 

 

 

 

A meeting to discuss the referral is not required. If, however, a meeting is scheduled to 

take place, then you will be notified of the date, time, and place. 

 

 

The referral process includes a review of existing data about your student. Existing data 

includes, but is not limited to, the information you have provided, medical information, 

and information about your student’s performance at school or in other settings (such as 

preschool, private school, home, and other settings). Based on this information, the 

district must make a decision within 25 school days as to whether or not it will evaluate 

the student. 

 

If a school district decides the information in the referral does not support the need for 

an evaluation, it must notify you with a Prior Written Notice letter of its decision not to 

evaluate. The Prior Written Notice must include the reasons why the district does not 

believe your student needs to be evaluated. You have the option of challenging the 

district’s decision using one of the dispute resolution options available under special 

education law. 

 

 

The evaluation process establishes a foundation for developing an appropriate 

educational program for your student. School districts use evaluations to determine 

both initial and continued eligibility for special education services, to determine a 

student's need for special education and related services, and to gather additional 

information for an Individualized Education Program (IEP) team to use when 

developing an IEP for a student. When the term “evaluation” is used, it includes initial 

evaluations, reevaluations, and independent educational evaluations. 

 Initial Evaluation 

 Reevaluation 

 Independent Educational Evaluation 

 

javascript:void(0)
javascript:void(0)
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http://www.k12.wa.us/SpecialEd/Families/Evaluations.aspx#reevaluation
http://www.k12.wa.us/SpecialEd/Families/Evaluations.aspx#independent


 

 

An initial evaluation is the process used to determine whether your student has a 

disability and is in need of special education and related services. A full and 

individualized initial evaluation must be done by the district before the start of any 

special education or related services to a student with a disability can begin. 
 

An initial evaluation involves gathering information from a variety of sources about your 

student’s functioning and development in all areas of suspected disability, including any 

information you have provided. The assessments used during an evaluation may look at 

cognitive, behavioral, physical, and developmental factors, as well as other areas of 

suspected disability. All this information is used to determine your student’s educational 

needs. 

 

The district has 35 school days to complete the initial evaluation process from the time 

written parental consent to evaluate is obtained. If a district needs to complete an initial 

evaluation due to a request made following disciplinary action, then that initial 

evaluation must be expedited. 

 
 

The initial evaluation process involves (1) administering the necessary assessments to 

evaluate your student; (2) completion of an evaluation report using the results of the 

assessments and the information gathered through the referral process; and (3) an 

evaluation group meeting, which includes the parents/guardians, general education 

teachers, special education staff and a school administrator, to discuss the results of the 

evaluation report and make a determination regarding special education eligibility. 

 

 

Yes. The evaluation report must include information obtained from private evaluations 

and/or outside sources for the group to consider when determining eligibility. 
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Once your student is found eligible for special education and related services, the district 

has 30 days to create an Individualized Education Program (IEP) for your student. The 

district will also seek your consent for the initial provision of services either before or at 

the initial IEP team meeting. 

 

If your student is not eligible for special education, you can (1) request an Independent 

Educational Evaluation (IEE); and/or (2) utilize one of the dispute options available to 

you under the IDEA. If your student is not eligible for special education, the evaluation 

group should also consider whether your student requires a 504 plan in order to access 

the general education program. Contact the VSD Special Education Director if you have 

any questions about these options. 

 

A reevaluation is used to confirm your student’s continued eligibility for special 

education and related services. Reevaluations are needed when your student’s needs 

change to the extent that the current evaluation does not provide enough information 

for the IEP team to revise your student's IEP. 

 

Reevaluations can occur: 

 Not more than once a year, unless the parent and district agree that a 

reevaluation should occur sooner; or 
 

 At least once every 3 years, unless the parent and the district agree that a 

reevaluation is unnecessary. 

 

A reevaluation needs to occur within 35 school days after the district receives your 

consent for the reevaluation or within 3 years of the previous evaluation.  

  

A reevaluation includes: 

 A review of all existing data on your student – which may include the most recent 

evaluations, classroom based tests and statewide assessments, classroom based 

observations, observations by teachers and other services providers, and 

information and observations provided by you. 
 

 Any additional assessments from qualified professionals to determine your 

student’s continued eligibility for special education and related services. 
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 A determination of whether your student needs additional services or 

modifications to meet her/his annual goals. 
 

 A determination as to the extent your student can participate, as appropriate, in 

the general education curriculum. 

 

 

If you disagree with the results of an evaluation conducted by the district, you may 

request an Independent Educational Evaluation (IEE) at public expense. An IEE is 

conducted by a qualified examiner who is not employed by the school district 

responsible for the education of your student. 

The school district must respond to your request for an IEE at public expense within 

15 calendar days. The district may either (1) grant your request for an IEE or (2) file 

for a due process hearing to show that its evaluation of your student was appropriate. 

The school district must consider the results of any IEE that meets district criteria. 

The school district, however, is not required to adopt all of the recommendations 

contained within an IEE and must give you Prior Written Notice regarding decisions 

made about the recommendations made in an IEE. 

 

 
 

Students determined eligible for special education services must meet all three of 

the following criteria: 

 The student must have a disability or disabilities according to state 

regulations. 
 

 The student's disability/disabilities adversely affect educational performance. 
 

 The student’s unique needs cannot be addressed through education in 

general education classes alone – with or without individual accommodations. 

The student requires specially designed instruction (SDI). 

A diagnosis from a doctor or mental health professional alone is not enough to qualify for 

special education services. Information from a doctor or mental health professional is helpful, 

however, and should be provided to the school district when a referral is made. 

Eligibility is based on a comprehensive initial evaluation. A comprehensive initial 

evaluation includes all of the existing data gathered about the student through the 

referral process and any additional assessments needed to determine whether a 

student is eligible for special education. The initial evaluation report is used to 

determine what special education and related services the student needs. 

 



 

 

Washington State follows guidelines that are stated in the IDEA. The 14 eligibility 

categories that are listed in Washington Administrative Code 392-172A (special 

education law) include: 
 

 Developmental Delays – Developmental delay means a student three through 

eight who is experiencing developmental delays that adversely affect the 

student's educational performance in one or more of the following areas: Physical 

(gross or fine motor) development, cognitive development, communication 

development, social or emotional development or adaptive development. 
 

 Emotional/Behavioral Disability – Emotional/behavioral disability means a 

condition where the student exhibits one or more of the following characteristics 

over a long period of time and to a marked degree that adversely affects a 

student's educational performance: 
 

 An inability to learn that cannot be explained by intellectual, sensory, or 

health factors.  
 

 An inability to build or maintain satisfactory interpersonal relationships 

with peers and teachers.  
 

 Inappropriate types of behavior or feelings under normal circumstances. 
 

 A general pervasive mood of unhappiness or depression.  
 

 A tendency to develop physical symptoms or fears associated with 

personal or school problems. 
 

 Orthopedic Impairments – Orthopedic impairment means a severe gross motor 

impairment that adversely affects a student's educational performance.  
 

 Health Impairments – Health impairment means having limited strength, vitality, 

or alertness, including a heightened alertness to environmental stimuli, that 

results in limited alertness with respect to the educational environment, that is 

due to chronic or acute health problems and adversely affects a student’s 

educational performance. 
 

 Specific Learning Disabilities – Specific learning disability means a disorder in one 

or more of the basic psychological processes involved in understanding or in 

using language, spoken or written, that may manifest itself in the imperfect 

ability to listen, think, speak, read, write, spell, or to do mathematical 

calculations that adversely affects a student's educational performance.  

Additionally, there must be a demonstrated discrepancy between the student’s 

cognitive abilities and their academic achievement on standardized tests. 
 

 Intellectual Disability – Intellectual disability means significantly sub-average 

general intellectual functioning, existing along with deficits in adaptive behavior 

and manifested during the developmental period that adversely affects a 

student's educational performance. 
 



 

 

 Multiple Disabilities – Multiple disabilities means coexisting impairments, the 

combination of which causes such severe educational needs that they cannot be 

accommodated in special education programs solely for one of the impairments. 
 

 Deafness – Deafness means a hearing impairment that is so severe that the 

student is impaired in processing linguistic information through hearing, with or 

without amplification, which adversely affects a student's educational 

performance. 
 

 Hearing Impairments – Hearing impairment means an impairment in hearing, 

whether permanent or fluctuating, that adversely affects a student's educational 

performance. 
 

 Visual Impairments – Visual impairment, including blindness, means an 

impairment in vision that, even with correction, adversely affects a student's 

educational performance. 
 

 Deaf-Blindness – Deaf-blindness means coexisting hearing and visual 

impairments, the combination of which causes such severe communication and 

other developmental and adversely affect a student's educational performance. 
 

 Communication Disorders – Communication disorder means an impairment in 

speech or language, such as stuttering, impaired articulation, a language 

impairment, or a voice impairment, that adversely affects a student's educational 

performance. 
 

 Autism – Autism means a developmental disability significantly affecting verbal 

and nonverbal communication and social interaction, generally evident before age 

three, which adversely affects a student's educational performance. Other 

characteristics often associated with autism are engagement in repetitive 

activities and stereotyped movements, resistance to environmental change or 

change in daily routines, and unusual responses to sensory experiences. 
 

 Traumatic Brain Injury – Traumatic brain injury means an acquired injury to the 

brain caused by an external physical force, resulting in total or partial functional 

disability or psychosocial impairment, or both, that adversely affects a student's 

educational performance. 

  

Specially designed instruction is a set of organized and planned instructional activities 

which adapt, as appropriate, the content, methodology, or delivery of instruction to 

address the unique needs that result from a student’s disability. 

 

The school district’s evaluation group will decide. The assessments should provide the 

district with functional, developmental, and academic information about your student. If 

the district needs assessments from outside sources in order to conduct a 

comprehensive evaluation, such as medical or neurological information, it must ensure 
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the outside assessments are conducted by qualified providers, on contract basis or other 

means. 

 

If you (or an adult student) revokes consent, in writing, for the continued provision of 

special education and related services, the district must honor the revocation and 

provide you with Prior Written Notice identifying the date the district will stop providing 

services. Families can contact the Special Education Director for more information on 

revoking consent for services. 

 

 

An Individualized Education Program (IEP) is a written statement for a student with 

a disability that is developed, reviewed, and revised in accordance with federal law. 

The IEP guides your student's learning while in special education. It describes the 

amount of time that your student will spend receiving special education, any related 

services your student will receive, and the academic/behavioral goals and 

expectations for the year. 

Your student's IEP team will meet at least once a year to talk about your student’s 

progress and make any needed changes to the program. The required members of 

your student’s IEP team includes: 
 

 The student's parent(s) or guardian(s). 
 

 At least one of the student's general education teachers (if the student is 

participating or could possibly participate in general education). 
 

 At least one special education teacher. 
 

 A representative of the school district who is qualified to provide, or 

supervises the provision of, specially designed instruction to meet the unique 

needs of students with disabilities, and is knowledgeable about the general 

curriculum and the availability of resources within the district. 
 

 An individual who can interpret assessment results and the related 

instructional implications. 
 

 Other individuals, at the discretion of the parent or the district, who have 

knowledge or special expertise regarding your student, including related 

services personnel, if appropriate. 
 

 Your student, if appropriate. 

Overall, the IEP team is responsible for identifying and evaluating your student, 

developing, reviewing, and/or revising your student's IEP, and determining the 
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placement or setting where your student will receive her/his special education 

services in accordance with the IEP. 
 

The school district must take steps to make sure that you are present at each IEP 

meeting or that you are afforded the opportunity to attend. Taking steps means (1) 

notifying you of the meeting early enough to ensure that you will have the opportunity 

to attend; and (2) scheduling the meeting at a mutually agreed upon time and place. If 

you cannot attend an IEP team meeting in-person, the school district must use other 

methods to ensure your participation. A meeting may be conducted in your absence if 

the school district is unable to convince you that you should attend. 

  

Yes. After the annual meeting, you may contact the school district about scheduling 

additional IEP meetings. If the school district denies your request for a meeting, they 

must provide you with Prior Written Notice explaining their refusal. 

  

Yes, unless both the parent/guardian and the school district agree in writing that the 

attendance of the member is not necessary because the member’s area of instruction or 

provision of related services is not being changed or discussed at the meeting. 

  

There is no standard IEP format for the state of Washington; however the following list 

contains the required elements for every IEP: 
 

 A statement of your student’s present levels of academic achievement and 

functional performance. 
 

 Measurable annual goals. 
 

 A description of how the school district will measure your student’s progress 

towards meeting her/his annual goals, including when and how often the school 

district will provide periodic reports on the progress of your student. 
 

 A statement of the special education, related services, and supplementary aids 

and services to be provided to or on behalf of your student. 
 

 A statement of the program modifications or supports to be provided to school 

personnel related to your student’s needs. 
 

 An explanation as to the extent to which the student will not participate with 

nondisabled students in the general education classroom and extracurricular and 

nonacademic activities, if necessary. 
 

 A statement of any approved individual accommodations your student needs to 

measure her/his academic achievement and functional performance on state and 

district-wide assessment tests. 
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 If the IEP team determines your student must take an alternate assessment 

instead of a particular general state or district-wide assessment of student 

achievement, a statement explaining why your student cannot participate in the 

general assessment and the particular alternate assessment that has been 

selected is appropriate for your student. 
 

 Extended school year (ESY) services for the student, if necessary. 
 

 The projected date for the beginning of the services and modifications described 

within the IEP, as well as the anticipated frequency, location, and duration of 

those services and modifications. 
 

 A post-secondary transition plan beginning no later than the first IEP to be in 

effect when the student reaches age 16 (or younger if determined appropriate).  
 

 Beginning no later than one year before your student reaches the age of 18, a 

statement that she/he has been informed of their rights under the IDEA, which 

will transfer to them when they reach age 18. 

 

 

 
 

As your student gets older and progresses through school, her/his special education 

program is required to focus more intentionally on preparing your student for life 

after she/he graduates or “ages-out” of the school system. 

 

Your student’s transition out of the district’s special education program is addressed 

by adding a transition plan to your student's IEP. Transition services must be included 

in your student's IEP beginning the year in which she/he reaches age 16, at the very 

least, or earlier if the IEP team determines it is appropriate. 

There are six essential steps to take when creating a transition plan for your student's 

IEP: 
 

1. Conduct transition assessments (formal and/or informal) to identify your 

student’s: 
 

 Strengths (talents/skills) 

 Interests (desired career/line of work) 

 Preferences (desired work/school or living environment) 

 Needs (accommodations, modifications, and other support(s) to 

minimize limitations resulting from a disability) 

2. Develop appropriate and measureable post-secondary goals  based on 

transition assessment data related to: 
 



 

 

 Education/Training (required goal area) 

 Employment (required goal area) 

 Independent Living (required if determined appropriate by the IEP 

team) 

3. Identify individualized transition services in the areas related to supporting 

your student’s achievement of post-secondary goals and/or meeting 

graduation requirements. Some key examples areas to consider are: 
 

 Instruction – What formal and informal opportunities for learning 

exist? What does your student need to know and be taught? 

 Related Services – What services are needed for your student to 

continue accessing her/his special education program? 

 Community Experiences – What opportunities will your student have 

access to that offer “hands on” or practical learning experiences? 

 Development of Adult Living Objectives – What must be put in place 

for your student to develop and/or improve her/his independent living 

skills? 

4. Write a relevant course of study that takes into consideration what types of 

classes your student should plan to take during the remainder of their time in 

the school system to support her/his identified post-secondary goals. Multi-

year planning may be necessary. 
 

5. When appropriate, coordinate services with Adult Service agencies that your 

student might utilize after she/he is no longer eligible for education services. 
 

6. Write IEP goals to support the post-secondary goals identified for your 

student. 
 

Yes. Transition services are required for all IEPs beginning no later than the first IEP to 

be in effect when your student turns 16 years old. A transition plan can be designed to 

address your student’s needs for the transition between high school and college. 

  

Your student’s transition plan and high school graduation plan should be coordinated to 

prevent a situation where she/he has completed all of the requirements for graduation, 

but has not received the necessary transition services. Making sure your student is on a 

path towards meeting all graduation requirements is the IEP team's ongoing 

responsibility once a transition services are included in your student's IEP. Some 

students may also have an Expected Year of Graduation (EYG) beyond the standard 

four-year high school period based on their continued eligibility for special education 

services. For this reason, all IEP team members should be fully aware of the student's 
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EYG as well when considering the appropriate services and developing the transition 

plan. 

 

 

Placement decisions are made by your student’s IEP team after the IEP has been 

developed. The term “placement” in special education does not necessarily mean the 

precise physical location where your student will be educated. Rather, your student’s 

“placement” refers to the range or continuum of educational settings available in the 

district to implement her/his IEP and the overall amount of time she/he will spend in 

the general education setting. 

One of the defining principles of special education law is that students with disabilities should 

be included in the general education program as much as possible and not excluded or 

educated separately. The law requires districts to provide special education services in the 

Least Restrictive Environment (LRE). The LRE is the educational setting that is closest to the 

general education classroom that still allows the student to access an appropriate education 

from which they can benefit. 

The LRE is unique to your student’s individual needs. Thus, the selection of an 

appropriate placement for your student must take into account the following four 

factors: 
 

 The content of your student’s IEP. 

 The LRE requirements. 

 The likelihood that the placement option will provide a reasonably high 

probability of assisting your student to attain her/his annual goals. 

 The consideration of any potentially harmful effects that the placement 
option might have on your student or on the quality of services that your 

student needs. 

  

The continuum of placements options available includes, but is not limited to, general 

education classes, general education classes with support service and/or modifications, a 

combination of general education and special education classes, self-contained special 

education classes, placements outside of a school district, home instruction, and 

residential care or treatment facilities. 

 

Yes. After reviewing the four factors that go into making placement decisions, if you 

believe that your student’s would receive a more appropriate education in a different 
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educational setting, then you can request an IEP team meeting to discuss your student’s 

IEP and consider the benefits of other possible placement options. 

 

You can start by requesting an IEP team meeting to discuss the reasons why you believe 

the current placement is not the LRE or not the most appropriate setting for your 

student’s IEP. If you are unable to resolve your differences with the district regarding 

your student’s final placement decision, then you have the option of challenging the 

district’s decision using one of the dispute resolution options available under special 

education law.  

 

 
 

The Individuals with Disabilities Education Act (IDEA) requires schools to provide the 

parents/guardians of a student who is eligible for or referred for special education 

with a notice containing a full explanation of the rights available to them. 

School districts must provide parents a copy of the Notice of Special Education 

Procedural Safeguards: 
 

 At least once every school year. 

 When you or others, including the district, request that your student be 

evaluated to determine eligibility for special education services. This process 
is called a referral. 

 The first time you file a citizen complaint in a school year. 

 The first time you request a due process hearing in a school year. 

 When a decision is made to remove a student for more than 10 school days 
in a year as part of a disciplinary action, and that removal constitutes a 
change of placement. 

 Upon request. 

 

 

Prior written notice is a document outlining important school district decisions about 

your student’s special education program. It is not a meeting invitation. School 

districts must provide you with prior written notice after a decision has been made 

regarding matters affecting your student’s IEP, but before a decision is implemented 

or changes to your student’s program take place. 
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There is no exhaustive list outlining when prior written notice is required; however prior 

written notice must be provided a reasonable time before the school district: 
 

 Proposes to initiate or change the identification, evaluation, or educational 

placement of your student or the provision of a FAPE to your student; or 
 

 Refuses to initiate or change the identification, evaluation, or educational 

placement of your student or the provision of a FAPE to your student. 

  

A prior written notice will document that full consideration has been given to any input 

or information you provided regarding your student’s educational needs, and clarifies 

that a decision has been made. It must explain why the district proposes or refuses to 

take action by (1) describing the options the district considered and (2) explaining its 

reasons for accepting or rejecting those options. The prior written notice should also 

document any disagreements with you and should clearly describe the reasons for this 

disagreement. 

  

Some examples of when you will receive prior written notice are: 
 

 The district wants to evaluate or reevaluate your student. 

 The district is refusing to evaluate or reevaluate your student. 

 Your student’s IEP or placement is being changed. 

 You have asked to make a change to your student's IEP and the district is 

refusing to make the change. 

 You have given the district written notice that you are revoking consent for your 

child to receive special education services. 

 

Prior written notice is not a meeting invitation. After a meeting, however, the district 

must provide prior written notice to you of the decisions made as a result of the 

meeting. Prior written notice is particularly important following an IEP Team meeting. If 

the content of an IEP reflects a district’s decision not to provide certain services to your 

student, or if the district refuses to make the changes you are requesting to an IEP, then 

the district must provide prior written notice to you of their decision. 
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When a student in special education gets suspended or expelled, the school district 

must follow Washington State laws and regulations governing discipline 
for all students. At the same time, however, there are additional special education 

discipline protections for when school districts remove a student who is eligible, or 

deemed eligible, for special education from her/his educational placement. 

Thus, a student in special education may be involved in two processes 

simultaneously: 
 

1. General education discipline process, following the process, following the 

rules and procedures to address whether the student actually engaged in the 

misconduct, including any decisions about the length and type of removal. 
 

2. Special education discipline rules and procedures to make decisions about 

whether a student will be removed from her/his current special education 

placement, and if so, the services that will be provided to the student. 

Be sure to familiarize yourself with both the general education discipline timelines 

and procedures, and the special education procedures.  

For more information about general education discipline procedures, visit 
OSPI’s website at: http://www.k12.wa.us/SafetyCenter/default.aspx 

In general, students eligible for special education may not be removed from her/his 

educational placement for more than 10 school days in a row or be subjected to a 

series of removals that total more than 10 school days in a year. Removals of 10 

days or more are considered to be a change of placement. 

When a student is removed from her/his educational placement for more than 10 
school days, a manifestation determination meeting must be held within 10 days 

of the removal. A manifestation determination is an evaluation that answers two 

questions: 
 

1. It the misconduct in question related to the student’s disability? 
 

2. Is the misconduct in question due to the districts failure to implement the 

IEP or 504 Plan? 

This determination is made by you, the district, and other relevant individuals, 

including members of the IEP Team (as decided by you and the district). A 

manifestation determination meeting is a distinct process only for students with a 

disability that is separate from any other general education disciplinary hearings or 

procedures. 

The exception to the rule, however, is when your student's misbehavior involves 

Special Circumstances – weapons, illegal drugs, or serious bodily injury. A 



 

 

manifestation determination meeting must still occur, however, your student may be 

removed for up to 45 school days regardless of whether your student’s behavior was 

a manifestation of her/his disability. 
 

If the behavioral violation is determined to be a manifestation of your student’s 

disability, then the IEP team reviews and revises your student’s Behavioral Intervention 

Plan (BIP), if one is already in place. If no BIP is place, but it is determined by the IEP 

team to be appropriate to incorporate into your student’s IEP, then a Functional 

Behavioral Assessment (FBA) is conducted to help inform the development of a BIP for 

your student. 
 

If the district was not implementing your student’s IEP (including a BIP if one is already 

in place), then the district must take immediate action to correct those deficiencies. 

After the removal period, your student returns to her/his current placement unless you 

and the district agree to a different placement or a hearing officer orders a different 

placement. 

  

If the behavioral violation is determined not to be a manifestation of your student’s 

disability, then school personnel may use the same general education discipline 

procedures, in the same manner, and for the same period of time, as it would for a 

student who does not receive special education services. On the other hand, if the 

removal is for more than 10 school days, then the school must still provide special 

education services to your student. The IEP team decides the appropriate Interim 

Alternative Educational Setting and special education services your student needs. If 

appropriate, an FBA may still be conducted and used to develop a BIP for your student’s 

IEP. 

  

No. Your student may not be disciplined for misconduct that results in a change of 

placement (more than 10 days) if the behavior was caused by, or had a direct and 

substantial relationship to your student’s disability or, if the school district failed to 

implement your student’s IEP. A manifestation determination meeting, however, must 

first take place to determine whether your student’s behavior was a manifestation of 

her/his disability. 

  

It depends. If the misconduct was determined to be a manifestation of your student’s 

disability and does not involve Special Circumstances, then no – the district may not 
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send your student to another school and she/he will return to her/his original placement 

unless you, the IEP team, and the district agree otherwise. When your student's 

misconduct involves Special Circumstances, however, the district may remove your 

student to an Interim Alternative Educational Setting as determined by the IEP team. 

This action may occur regardless of whether your student’s behavior was a 

manifestation of her/his disability for up to 45 school days. 

 

If you disagree with the reason why your student is being disciplined, you can use the 

general education procedures for appealing disciplinary decisions made by the school. 

If you disagree with the manifestation determination, disagree with decisions about the 

special education services provided to your student during her/his removal, or disagree 

with any decision regarding your student’s placement, then you can request an 

expedited special education due process hearing. 

 

 

 
 

When you and the school district are unable to resolve differences about the contents 

of your student’s IEP, the first step is to try to resolve the issues informally by clearly 

communicating your concerns to the IEP team and to the school district’s 

representative. It is the responsibility of the district to make a final offer of what they 

believe to be a free appropriate public education (FAPE) for your student. The district 
is required to communicate their final offer with Prior Written Notice. 

If you believe the district has failed to provide a service identified on your student’s 

IEP, believe that the district has denied your student a FAPE, or believe the district 

has not met any other federal or state requirements related to special education, 

more formal options may include mediation, filing a citizen complaint, or requesting 

a due process hearing. 

 

 

 

The staff at your student’s school and at your district office are always available to 

assist you in ensuring your student receives the proper supports and services. 

If you have questions about the special education process or difficulties 

communicating with the school district and need additional help, OSPI has a Special 

Education Parent Liaison to assist you. 
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The OSPI Special Education Parent Liaison is available as a resource to parents in 

non-legal special education matters and serves as a neutral and independent 

advocate for a fair process. The Special Education Parent Liaison does not advocate 

on behalf of any one party. Rather, the Parent Liaison exists to address individual 

concerns about bureaucratic systems and act a guide for citizens attempting to 

understand and navigate various government processes and procedures. 

To contact Scott Raub, the Special Education Parent Liaison, call (360) 725-6075 or 

submit a message online at http://www.k12.wa.us/SpecialEd/ContactUs.aspx 
 

The role of the Special Education Parent Liaison at OSPI is to help parents resolve 

disagreements with school districts about special education services quickly, fairly, and 

at the lowest level possible. The Special Education Parent Liaison does this by: 
 

 Helping parents and educators better understand special education processes and 

regulations. 

 Acting as a neutral facilitator between citizens and school districts to help solve 

problems related to special education. 

 Clarifying the roles of parents, as well as educators, related to special education 

services. 

 Acting as a neutral sounding board to explore options for resolving special 

education related disagreements. 

 Advising parents and educators about communication strategies that help to 

support a team approach to a student's educational program. 

 Explaining the options available to formally resolve a special education 

disagreement or complaint. 

 Advocating for a fair process. 

 Working to prevent individual concerns from being overlooked by the system. 

 Making recommendations to OSPI and other stakeholders based upon common 

issues and patterns of complaints, if patterns emerge. 

 Serving as a resource for disability related information and referral. 

  

OSPI’s Special Education Parent Liaison: 

 Does not act as an attorney. 

 Does not provide legal advice. 

 Does not determine special education or OSPI policy. 

 Does not conduct investigations and/or write investigative reports. 

 Does not advocate on behalf of any one party or organization. 

 Does not attend IEP meetings. 
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 Is not a defender of OSPI or school district practices. 

 Is not someone who can order a school district or other public agency to fix a 

problem. 

These publicly funded organizations may also be able to provide additional 

information about special education services in Washington State: 
 

Partnerships for Action Voices for Empowerment (PAVE) 

6316 So. 12th St. 

Tacoma, WA 98465 

(800) 5-PARENT (v/tty) 

e-mail: pave@wapave.org 

Web site: http://www.wapave.org/ 

 

The Office of the Education Ombuds 

155 N.E. 100th St. #210 

Seattle, WA 98125 

(866) 297-2597 

e-mail: OEOinfo@gov.wa.gov 

Web site: http://www.governor.wa.gov/oeo/ 
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Navigating the halls can be tough, so can learning a new language.  Here are few words and 

terms you may hear when you are learning about Special Education! 

IEP: Individualized Education Plan – This refers to the plan the team creates to assist 

a child to reach educational goals. It consists of specific goals for the child in each 

area of need. The IEP is reviewed each year with the team. 

SDI: Specially Designed Instruction – This refers to the individualized instruction that 

is provided by special education staff to meet the unique needs of students with 

disabilities. 

IDEA: Individuals with Disabilities Education Act – This is the national law that guides 

Special Education services. 

SLP: Speech and Language Pathologist who provides speech and language therapy. 

OT: Occupational Therapist who provides occupational therapy. 

PT: Physical Therapist who provides physical therapy. 

OSPI: The Office of the Superintendent of Public Instruction is the governing body 

for all public schools in Washington State located in Olympia, WA. 

504 Plan: A 504 plan refers to section 504 of the Rehabilitation Act of 1973. The 

504 plan highlights accommodations necessary for a student to access the school 

environment. It is reviewed each year to ensure the plan is working. 

FAPE: Free and Appropriate Public Education- FAPE is a part of IDEA that allows for 

special education students ages 3-21 to have free modifications, accommodations, 

and support services that allow them to access public education. Special education 

students are still responsible for any fees or materials that are required of the general 

education students. 

Related Services: Related services refers to services that help the child to benefit 

from special education. These services may include transportation and such 

developmental, corrective, and other supportive services as are required to assist a 

student eligible for SDI to benefit from special education. 

Supplementary Aids and Services: These include aids, services, and other 

supports that are provided in general education classes necessary to assist the child 

to participate in learning with non-disabled peers. 

ESY: Extended School Year are services provided for a student eligible for special 

education beyond the normal school year with the purpose of maintaining a student’s 

learning skills or behavior rather than teaching new skills or behaviors. Decisions for 

ESY are made by the IEP team and should consider the student’s significant loss of 

skills if educational services are interrupted and evidenced need for support. 



 

 

Child find: Child find activities are outreach activities conducted by the Valley School 

District to locate, evaluating, and identifying students who are in need of special 

education residing within the district. 

Manifestation Determination: Within 10 school days of any decision to change the 

placement of a student eligible for special education because of a violation of a code 

of student conduct, the school district, the parent, and relevant members of the 

student’s IEP team must review all relevant information to determine if the conduct 

in question was caused by, or had a direct, substantial relationship to, the student’s 

disability; or if the conduct in question was the direct result of the district’s failure to 

implement the IEP.    

BIP: The purpose of a Behavioral Intervention Plan (BIP) is to address behaviors that 

are interfering with the student’s education. The goal of a BIP is to teach the student 

positive behavioral strategies to replace the problem behavior(s). A BIP is required 

to be developed and implemented if the student’s violation of a code of conduct 

(resulting in a change of placement) is determined to be a manifestation of the 

student’s disability, or if the IEP team determines it is appropriate.    

FBA: A Functional Behavioral Assessment (FBA) is used to gather information about 

a student’s behavior to determine the need for, and provide the foundation for, a 

Behavioral Intervention Plan (BIP).  An FBA is required to be conducted if the 

student’s violation of a code of conduct (resulting in a change of placement) is 

determined to be a manifestation of the student’s disability.    

 


