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SECTION 1 

Staff Responsibilities within the 

Educational Planning Team (EPT)/Instructional Support 
Team (IST) Pre-referral Process 

& 

Review of Existing Evaluation Data 
(REED)/Multidisciplinary Team Summary 

(MET)/Individualized Education Program (IEP) 

Special Education Process 

- 4 -



  

 

 

 
 

   
 

 

  

 

   

    

   
 

 

   

    

   
 

 

  
   

 

    

  
 

   

 

 

Teacher Consultant 

TC involvement at the EPT/IST and in the evaluation process is 
recommended when: 

▪ The case is unique (i.e., complexity, inclusion, question of placement, 
question of need for addition classroom support, or initial question of 
eligibility, academic screening, may involve classroom observations –on-
off task-) 

▪ Parent request 

Special Education move-in student: 

▪ See above statement 

▪ May be involved with previous enrollment review 

▪ Assist with acquiring student records, contact outside services (e.g. POHI, 
VI/HI) 

Initial Special Education Evaluation: 

▪ TC may assist in documentation of general education interventions 

▪ TC may administer an academic achievement assessment 

▪ Liaison between general education and special education 
services/programs 

Parochial Schools: 

▪ TC may assist with general education strategies (i.e. academic and 
behavioral interventions, progress monitoring and assistive technology 
support) 

▪ Liaison between parochial schools and student services 

▪ TC may schedule a REED with relevant student services staff if a 
handicapping condition is suspected 

▪ Documentation of parent contact, input and participation 
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Educational Support Teacher 

EST involvement at the EPT/IST: 

▪ Member of EPT/IST 

▪ May recommend student for pre-referral process 

▪ Review history of general education services and supports (i.e. 
school record, attendance, BIP, family history and parent 
contact, group involvement, medical history, classroom 
observations, benchmark tests, standardized tests) 

▪ May be assigned as a case manager (meet with general 
education teacher for planning/support, monitor student’s 
progress with MTSS initiative, provide weekly progress reports 
to EPT/IST) 

EST involvement at the REED/MET/IEP: 

▪ Input given, based upon contact with student 

▪ Generally, no involvement in the evaluation process 
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Counselor/Student Assistance Provider 

-Secondary Level 

Counselor/SAP involvement at the EPT/IST: 

▪ Member of EPT/IST 

▪ May recommend student for pre-referral process 

▪ Review history of general education services and supports (i.e. 
school record, grades/credits/transcript, Education 
Development Plan (EDP), attendance, BIP, family history and 
parent contact, group involvement, medical history, teacher 
observations, benchmark tests, standardized tests) 

▪ May be assigned as a follow-up person (communicate with 
general education teacher for planning, support, classroom 
accommodations, monitor student’s progress, schedule 
changes, parent contact) 

▪ May provide assistance with mental health, behavioral referrals 
and other community-based resources 

▪ Assist with schedule changes, credit/transcript review for 
Michigan Merit Curriculum expectations 

Counselor/SAP involvement at the REED/MET/IEP: 

▪ Input given, based upon contact with student 

▪ Generally, no involvement in the evaluation process 
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General Education Teacher 

Gen Ed Teacher involvement at the EPT/IST: 

▪ Member of EPT/IST for classroom student(s) 

▪ May recommend student for pre-referral process/parent contact regarding 
academic, emotional or behavioral concerns 

▪ Review progress in general education (i.e. school record, BIP, parent 
contact, classroom observations, benchmark tests, standardized tests, 
work samples, attendance, grades) 

▪ Meet with student’s case manager/counselor to plan/support area of need 

▪ Provide supports/general education accommodations/interventions as 
agreed upon by EPT/IST team 

▪ Monitor progress and report to case manager, counselor, EPT or IST team 

Gen Ed Teacher involvement at initial/3-Year/Move-in REED/MET/IEP: 

▪ Member and participant in REED/MET/IEP for classroom student(s) 

▪ Complete classroom teacher report (may include adaptive behavior) 

▪ Provide assessment results (benchmarks, curriculum-based assessment, 
results of interventions, grades, classroom performance) 

▪ Provide input for establishment of IEP goals, objectives and 
accommodations 

▪ Provide information for present level of academic achievement (including 
documentation of participation in reading and math instruction) and 
functional performance (including information related to transition planning 
for students who will be 16 during the year of the IEP) 
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Special Education Teacher 

Special Ed Teacher involvement at the EPT/IST: 

▪ Member of EPT/IST for student(s) 

▪ May recommend student for pre-referral process 

▪ Review history of general education services and supports (i.e. 
school record, BIP, family history and parent contact, group 
involvement, medical history, classroom observations, 
benchmark tests, standardized tests, work samples, 
attendance, grades, credits, transcripts) 

▪ May assist in the development and provision of supports (i.e., 
general education accommodations, BIP, MTSS) as agreed 
upon by EPT/IST team/Counselor 

▪ May be involved in monitoring progress and reporting to case 
manager/counselor/EPT/IST team 

Sp Ed Teacher involvement at initial/3-Year/Move-in REED/MET/IEP: 

▪ Member and participant in Previous Enrollment/REED/MET/IEP 
for student(s) 

▪ Obtain general education teacher report(s) 

▪ May do academic achievement assessment 

▪ May assist with placement/class/program recommendations 

▪ May contact outside agencies for IEP and transition services 

▪ Develop goals and accommodations 

▪ Provide transition plan (for students turning age 16 during year 
of IEP or earlier if necessary) 

▪ Provide documentation of parent contact and input 

- 9 -



   

 

   

 

   

  

 
 

 
 

   
   

 

     
 

 
  

  
  

 
 

  
 

     

    

  
  

  

  

    

   
   

 
    

Psychologist 

Psychologist involvement at the EPT/IST: 

▪ Member of EPT/IST for student(s) 

▪ May recommend student for pre-referral process 

▪ Review history of general education services and supports (i.e. school 
record, BIP, family history and parent contact, group involvement, medical 
history, classroom observations, benchmark tests, standardized tests, 
work samples, attendance, grades, credits, transcripts) 

▪ May assist in the development and provision of supports (i.e., general 
education accommodations, BIP, MTSS) as agreed upon by EPT/IST 
team/Counselor 

▪ May be assigned as a case manager/follow-up person (communicate with 
general education teacher for planning, support, classroom 
accommodations, monitor student’s progress e.g. effectiveness of 
interventions or BIPs, parent contact) 

▪ May assess student (i.e. academic achievement, cognitive processing 
skills) to assist in the development and implementation of targeted 
interventions or conduct general services for attention/behavior issues e.g. 
Attention Deficit Hyperactivity Disorder 

▪ May provide assistance with mental health, behavioral referrals and other 
community-based resources 

▪ Assist with development and eligibility of 504 plans 

Psychologist involvement at initial/3-Year/Move-in REED/MET/IEP: 

▪ Member and participant in Previous Enrollment/REED/MET/IEP for 
student(s) 

▪ Review general/special education records and reports 

▪ Assist with placement/class/program recommendations 

▪ Assist with the development of goals and accommodations 

▪ Provide documentation of general education teacher(s) and 
parent/guardian contact(s) and input 

▪ May assess student (i.e. academic achievement, cognitive processing, 
adaptive behavior, *see Section 2) to determine/re-determine eligibility 
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Psychologist cont. 

▪ Provide documentation in the form of a report and in the MET form of 
assessment results, exclusionary factors, educational impact and need(s), 
appropriate instruction in reading and math in determining/re-determining 
eligibility and factors relevant to the development of the present level of 
academic achievement and functional performance. 
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School Social Worker 
School Social Worker involvement at the EPT/IST: 

▪ Member of EPT/IST for student(s) with emotional/behavioral difficulties 
(may be involved in all EPT/IST) 

▪ May recommend student for pre-referral process 

▪ Review history of general education services and supports (i.e. school 
record, BIP, family history and parent contact, group involvement, medical 
history, classroom observations, benchmark tests, standardized tests, 
work samples, attendance, grades, credits, transcripts) 

▪ May assist in the development and provision of supports (i.e., general 
education accommodations, groups, BIP, MTSS) as agreed upon by 
EPT/IST team/Counselor 

▪ May be assigned as a case manager/follow-up person (communicate with 
general education teacher for planning, support, classroom 
accommodations, monitor student’s progress, parent contact) 

▪ May assess student (i.e. social/emotional well-being, parent interview for 
student’s social/developmental history) to assist in the development and 
implementation of targeted interventions or general services for 
behavioral/attention rating scales 

▪ May provide assistance with mental health, behavioral referrals and other 
community-based resources 

SSW involvement at initial/3-Year/Move-in REED/MET/IEP: 

▪ Member and participant in Previous Enrollment/REED/MET/IEP for 
student(s) with emotional, behavioral and ASD characteristics 

▪ Assist with placement/class/program recommendations 

▪ Assist with the development of FBA/BIP, goals and accommodations 

▪ Provide documentation of general education teacher(s) and 
parent/guardian contact(s) and input 

▪ May assess student (i.e. social/emotional scales, Autism scales, *see 
Section 2) to determine/re-determine eligibility 

▪ Provide documentation in the form of a report and in the MET form of 
assessment results, exclusionary factors, educational impact and need(s), 
appropriate instruction in reading and math in determining/re-determining 
eligibility and factors relevant to the development of the present level of 
academic achievement and functional performance. 
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Speech and Language 
Speech and Language involvement at the EPT/IST: 

▪ Member of EPT/IST for student(s) with speech and language issues (may 
be involved in all EPT/IST) 

▪ May recommend student for pre-referral process 

▪ Review history of general education services and supports (i.e. school 
record, BIP, family history and parent contact, group involvement, medical 
history, classroom observations, benchmark tests, standardized tests, 
work samples, attendance, grades, credits, transcripts) 

▪ May assist in the development of supports (i.e., general education 
accommodations, “lunch bunch” groups, visual schedules, social stories, 
BIP, MTSS) as agreed upon by EPT/IST team/Counselor 

▪ May be assigned as a case manager/follow-up person or interventionist 
(communicate with general education teacher for planning, support, 
classroom accommodations, monitor student’s progress, parent contact) 

▪ May assess student (i.e. articulation, informal conversation, language, 
pragmatics, phonological awareness, parent interview for student’s 
language/developmental history) to assist in the development and 
implementation of targeted interventions 

▪ May provide assistance in general education classroom(s) with push-in 
services 

Speech and Language involvement at initial/3-Year/Move-in 
REED/MET/IEP: 

▪ Member and participant in Previous Enrollment/REED/MET/IEP for 
student(s) with speech and language and ASD characteristics 

▪ Assist with placement/class/program recommendations 

▪ Assist with the development of FBA/BIP, goals and accommodations 

▪ Provide documentation of general education teacher(s) and 
parent/guardian contact(s) and input 

▪ May assess student (i.e. speech, language, articulation, phonological 
processing, pragmatics) to determine/re-determine eligibility 

▪ Provide documentation in the form of a report and in the MET form of 
assessment results, exclusionary factors, educational impact and need(s), 
appropriate instruction in reading and math in determining/re-determining 
eligibility and factors relevant to the development of the present level of 
academic achievement and functional performance. 
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Parent(s)/Guardian(s) 

Parent/Guardian involvement at the EPT/IST: 

▪ Parent may be a member of IST 

▪ May recommend student for pre-referral process/EPT member 

▪ Provide history (family, medical e.g. current treatment or medical 
documentation, school, social/emotional e.g. previous mental health 
counseling or psychiatric involvement, developmental) 

▪ May assist in the development of supports (i.e., general education 
accommodations, inclusion in a group (i.e. divorce, new-to-school, social 
skills), BIP, MTSS, schedule change- as agreed upon by EPT/IST 
team/Counselor 

▪ May be assigned “at-home” responsibilities (communication with general 
education teacher via email/planner, daily monitoring of 
reading/homework, access community-based resources, implementation 
of BIP e.g. rewards for school behavior) 

▪ Complete behavior rating scales for general services (e.g. Connors’) 

Parent/Guardian involvement at initial/3-Year/Move-in REED/MET/IEP: 

▪ Member and participant in Previous Enrollment/REED/IEP for student, 
present and provide input into MET results 

▪ Provide input regarding student needs (i.e. social/emotional, behavior e.g. 
BIP/FBA, academic, language, adaptive behavior, outside evaluations 
(either provided or required for medically-based special education 
eligibility e.g. PI/OHI) to determine/re-determine eligibility, IEP goals, 
transition planning, present level and developmental needs, supports and 
services 

▪ Assist in acquiring school records/sign release of information 

▪ Opportunity to provide school, medical, family, therapeutic, developmental 
and social history 
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Medical/Outside Evaluations 

Initial Special Education Evaluation (e.g. PI, OHI): 

▪ Must have current medical documentation for medically-based special 
education eligibility 

▪ Include Outreach Team (i.e., OT, PT, VI, HI) when appropriate 

▪ MET/IEP team will consider medical documentation in determining 
educational impact and eligibility 

▪ MET/IEP team will determine the need for any other assessments to 
assist with eligibility 

▪ MET/IEP team will document educational impact, parent input and 
services and supports 

3-Year Special Education Re-evaluation: 

▪ MET/IEP team will consider the need for updated medical documentation 
in re-determining educational impact and eligibility 

▪ MET/IEP team may consider evaluation(s) that occurred less than 1 year 
ago 

▪ Include Outreach Team (i.e., OT, PT, VI, HI) when appropriate 

▪ MET/IEP team will determine the need for any other assessment to assist 
with re-determining eligibility, development of goals/accommodations, and 
any additional educational needs/supports 

Special Education Move-in: 

▪ MET/IEP team involved in Previous Enrollment and placement 
determinations 

▪ MET/IEP team will consider the need for updated (or within 1 year) 
medical documentation in re-determining educational impact and eligibility 

▪ Include Outreach Team (i.e., OT, PT, VI, HI) when appropriate 

▪ MET/IEP team will determine the need for any other assessment to assist 
with re-determining eligibility, development of goals/accommodations, and 
any additional educational needs/supports 
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SECTION 2 

Assessment Procedures 

Review of Existing Evaluation Data 

Multidisciplinary Evaluation Team Summary 
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Procedures for 

Cognitive Impairment Evaluations 

R. 340.1705 Cognitive Impairment 

Provide a narrative summary of the assessment results, which will be used as a basis for the 
development of the student's present level of academic achievement and functional performance 
statement. Include the impact the assessment results will have on the development of the 
Individualized Education Program (IEP). 
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ELIGIBILITY RECOMMENDATION

 Cognitive impairment shall be manifested during the developmental period 

and be determined through the demonstration of all of the following 

behavioral characteristics: 

a. Development at a rate at or below approximately 2 standard deviations 

below the mean as determined through intellectual assessment 

• The typical standard score system, the deviation IQ score, has a 

mean of 100 and a standard deviation of 15. On this standard 

scale, 2 standard deviations is a score of 70 or below 

• IQ testing should never be the sole determiner of a student’s 

abilities. Multiple sources of information should be used to guide all 

diagnostic and placement decisions e.g., cognitive tests, nonverbal 

cognitive assessments, academic achievement and adaptive 

behavior 

• “Developmental period” refers to the need for the cognitive 
impairment to have been evident at an early age.  Parental input 

and developmental history are required 

b. Scores approximately within the lowest 6 percentiles on a standardized 

test in reading and arithmetic. This requirement will not apply if the 

student is not of an age, grade or mental age appropriate for formal or 

standardized achievement tests. 

• “lowest 6th percentile”, which is approximately equivalent to a 

standard score of 77, appears to allow for some modest elevation 

in learned abilities when compared to the cognitive score criteria 

• Consider techniques that evaluate a student based on his/her rate 

of learning of the actual curriculum (Curriculum Based 

Measurement: CBM) and response to focused interventions 

(MTSS) 

c. Lack of development primarily in the cognitive domain 

• Highlights that a cognitively impaired student must show evidence 

of having his/her predominant impairment in his/her cognitive 

ability, regardless of how dysfunctional he/she may be in other 

areas 

- 29 -



   

 

  

      

  

 

   

 

  

   

 

 

  

  

   

 

  

  

   

    

  

 

     
 

  
  
   

   

  

  

   

 

    

  

 

• If a perceptual reasoning score>verbal score discrepancy occurs 

when testing an English Language Learner (ELL) student, then 

consider whether this is a reflection of a language, dialect, 

environmental or cultural difference 

o Utilize a culture-language interpretive matrix to tease out the 

degree of cultural loading or linguistic demand on the 

student* see appendix 

• Rule out exclusionary factors as the primary factor or cause for the 

student’s obtained results (e.g. lack of instruction in reading and 
math, limited English proficiency, cultural or socioeconomic 

differences, medical or other disabilities, psychological/emotional 

conditions e.g. ASD or speech and language impaired) 

d. Impairment of adaptive behavior 

• Adaptive behavior, according to the American Association on 

Intellectual and Developmental Disabilities-“represents the 
conceptual, social and practical skills that people have learned to 

be able to function in their everyday lives.  Significant limitations in 

adaptive behavior impact a person’s daily life and affect the ability 
to respond to a particular situation or to the environment.” 

• Significant limitation is defined as performance that is at least two 

standard deviations below the mean in either: 

o One or more of the following three types of adaptive 
behavior: 

▪ Communication 
▪ Social 
▪ Daily living skills/self-help skills or 

o An overall score on a standardized measure on 

communication, social and daily living/self-help skills 

e. Adversely affects a student’s educational performance 

• “Adversely affects” means that although meeting criteria for a 
particular area of disability is necessary for eligibility, it may not be 

sufficient. The student must be deemed to be significantly 

negatively affected by the disability in the school setting i.e., 

progress in curriculum, behavior or social adjustment 
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 A determination of impairment shall be based upon a comprehensive 

evaluation by a multidisciplinary evaluation team, which shall include a 

psychologist 

• Only one discipline is specified in the law, psychology, but it is 

assumed that the team would also consist of the parents and a 

general education and special education teacher 

• Provide a narrative summary of the assessment results, which will 
be used as a basis for the development of the student's present 
level of academic achievement and functional performance 
statement. Include the impact the assessment results will have on 
the development of the Individualized Education Program (IEP). 

• Results of the evaluation will culminate in a written report and be 

included with each MET summary report. 
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Livonia Public Schools Department of Student Services 
Multidisciplinary Assessment Team Summary 

340.1705 Cognitive Impairment 
School psychologist may complete this checklist or document information in a REED/MET for every 
move-in, initial and/or three year re-evaluation for CI (if evaluation is recommended) 
Student: School: REED date: 

Report date: IEP date: 
DOB: Grade: MET date: 
Prereferral/Initial: 

Yes No Records indicate student has been involved in an Instructional Support 
Team or Educational Planning Team 

Yes No Documentation of an intervention plan, including monitoring 
data, that did not provide/indicate learning progress 

NA Move-in date:________________ 

Record Review: 
Yes No Exclusionary Factors have been considered and ruled out as a cause of the student’s 

learning difficulties e.g. attendance, lack of instruction etc… 
Yes No Student was provided necessary supports to address exclusionary factors 

NA Student eligible upon entry (MET/Record Review):________________ 

Evaluation: 
Yes No Statement and supporting evidence that the Cognitive Impairment was manifested 

during the developmental period 
Yes No Cognitive Development at a rate at or below 2 standard deviations below the mean as 

determined through intellectual assessment reported in standard scores and standard 
deviations 

List Evaluation(s):_________________________________________________ 
Yes No Achievement scores approximately within the lowest 6th percentile on a least one 

standardized test in both reading and arithmetic.  Scores must be reported in 
percentiles and standard scores.  (This requirement will not apply if the student is not of 
an age, grade, or mental age appropriate for formal or standardized achievement tests, 
however evidence of performance below the 6th percentile must be provided within the 
context of curriculum-based assessment). 

List Evaluation(s):__________________________________________________ 
Yes No Statement and supporting evidence that lack of development is primarily in the 

cognitive domain 
Yes No Statement and supporting evidence of impairment of adaptive behavior 

List Evaluation(s) Teacher and/or Parent:________________________________ 
Yes No Statement and supporting evidence that cognitive impairment adversely affects 

student’s educational performance 
Yes No Parent input 
Yes No Determination of impairment shall be based upon a comprehensive evaluation by a 

Multidisciplinary Assessment Team, which shall include a Psychologist 

List disciplines involved in eligibility determination:___________________________________________ 
Criteria reviewed by Psychologist:____________________________  Date:________________________ 
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Procedures for Specific Learning Disability Evaluations 
R. 340.1713 Specific Learning Disability determination 

(1) A learning disability is determined by: 

a. The student did not make sufficient progress to meet age or state 

approved grade level standards in response to scientific, research 

based interventions 

→ Use CBM to establish relative standing in comparison to peers 

→ Student exhibits limited progress with state standards as measured 

by state assessments and/or district benchmark assessments with 

(4-6 data checks/minimum 12 probes), percentile ranks <15, 

regression or limited progress with excessive supports and 

progress monitoring 

or 

b. The student exhibits a pattern of strengths and weaknesses in 

performance, achievement or both relative to student’s age or state 
approved grade level standards or intellectual development 

→ Rule out extrinsic and intrinsic/motivational factors (i.e., health, 

mental retardation, English Language Learner (ELL), educational 

opportunity, Cultural factors, environmental or economic 

disadvantage) 

→ 1 or more achievement tests to establish areas of achievement 

strength and [weakness <1.5 standard deviation; <78 standard 

score; <7 percentile; and /or <67/90 RPI] 

→ Do NOT use Full Scale IQ or GAI to establish a Normal Ability 

Profile. Options: 

▪ A. Both Comprehension-Knowledge (Gc) AND Fluid Reasoning 
(Gf) 

OR 
B. 3 or More Cognitive Factors but 1 of the Cognitive Factors 
MUST INCLUDE Comprehension-Knowledge (Gc) OR Fluid 
Reasoning (Gf) 

• (within -1 to +1 standard deviations; >85 standard score; >15 

percentile; >75/90 RPI) 
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• 1 or more cognitive tests to establish areas of cognitive 

strength or [weakness <1.0 standard deviation; <85 standard 

score; <15 percentile; and /or <67/90 RPI] 

• Presence of a normative deficit in a specific cognitive ability 

related to the observed academic deficit 

• Deficits in academic and cognitive abilities exist within an 

otherwise normal ability profile 

c. A learning disability is found in one or more of the following: 

o oral expression, listening comprehension, written 

expression, basic reading skill, reading comprehension, 

reading fluency, mathematics calculation, mathematics 

reasoning 

d. Not primarily the result of: 

o Vision, hearing or motor impairment 

▪ Rule out exclusionary factors as the primary factor or 

cause for the student’s obtained results (e.g. lack of 

instruction in reading and math, limited English 

proficiency, cultural or socioeconomic differences, 

medical or other disabilities, psychological/emotional 

conditions) 

e. Documentation of the following: 

o Observation by team member of relevant behavior, 

appropriate instruction in regular education settings by 

qualified personnel, relevant medical information, not 

correctable without special education 

▪ “Team member” refers to §300.306 (a) (1) and § 

300.308 (a) (1) (2) (3) (b) 
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▪ “Appropriate instruction” includes the science and the 

art of teaching 

▪ “Qualified personnel” refers to the definition of “highly 
qualified personnel” from the No Child Left Behind 
legislation of 2001-college educated, certified by the 

state of Michigan and has demonstrated 

competencies in the core content areas of instruction 

▪ “Not correctable without special education” refers to a 

review of the individual student qualitative and 

quantitative data indicates the need for specially 

designed instruction 

▪ Provide a narrative summary of the assessment 
results, which will be used as a basis for the 
development of the student's present level of 
academic achievement and functional performance 
statement. Include the impact the assessment results 
will have on the development of the Individualized 
Education Program (IEP). 

▪ Results of the evaluation will culminate in a written 

report and be included with each MET summary 

report. 
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Provide a narrative summary of the assessment results, which will be used as a basis for the 
development of the student's present level of academic achievement and functional performance 
statement. Include the impact the assessment results will have on the development of the 
Individualized Education Program (IEP). 
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Procedures for Emotional Impairment Evaluations 

Provide a narrative summary of the assessment results, which will be used as a basis for the 
development of the student's present level of academic achievement and functional performance 
statement. Include the impact the assessment results will have on the development of the 
Individualized Education Program (IEP). 

R. 340.1706 Emotional Impairment determination 

(1) Behavioral problems: 

• Primarily in affective domain, over extended period of time, adversely 

affects educational performance and needs special education support 

o “Adversely affects” means that although meeting criteria for a 
particular area of disability is necessary for eligibility, it may not be 

sufficient. The student must be deemed to be significantly 

negatively affected by the disability in the school setting i.e., 

progress in curriculum, behavior or social adjustment 

(2) Behavior manifested by one or more of the following: 

• Inability to build or maintain interpersonal relationships, general pervasive 

mood of unhappiness or depression, tendency to develop physical 

symptoms or fears 
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o Multiple sources of information should be used to guide all 

diagnostic and placement decisions e.g., cognitive tests, nonverbal 

cognitive assessments, academic achievement, 

social/emotional/behavioral assessments and adaptive behavior 

o *see Outside/Medical evaluations Section 1 

(3) Documentation of the following: 

• Adaptive behavior within nonacademic settings, observation of behaviors 

of primary concern, intervention strategies used (length of time/results), 

relevant medical information, behaviors related to schizophrenia or similar 

disorders 

o Observation refers to § 300.310 (a) 

(4) Behavior not primarily result of: 

• Intellectual, sensory, health factors or social maladjustment 

o Rule out exclusionary factors as the primary factor or cause for the 

student’s obtained results (e.g. lack of instruction in reading and 
math, limited English proficiency, cultural or socioeconomic 

differences, medical or other disabilities) 

o A student may exhibit behaviors characteristic of both social 

maladjustment (underdeveloped conscience, lack of empathy, 

failure to take responsibility for behavior, intentionality-

characterized by the violation of socially acceptable rules and 

norms) and internalizing disorders(e.g. affective disorders); 

therefore, a comprehensive evaluation involves a differential 

diagnosis taking into consideration the underlying reason, etiology 

and intent of the behavior. 
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Procedures for 

Autism Spectrum Disorder Evaluations 

Provide a narrative summary of the assessment results, which will be used as a basis for the 
development of the student's present level of academic achievement and functional performance 
statement. Include the impact the assessment results will have on the development of the 
Individualized Education Program (IEP). 
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R. 340.1715 Autism Spectrum Disorder determination 

(1) Adversely affects educational performance 

• “Adversely affects” means that although meeting criteria for a particular 

area of disability is necessary for eligibility, it may not be sufficient. The 

student must be deemed to be significantly negatively affected by the 

disability in the school setting i.e., progress in curriculum, behavior or 

social adjustment 

o Academic 
Academic educational performance can take one of two forms: skill 
development or work output. 

▪ Skill Development. Both quantitative and qualitative 
information related to skill acquisition is important to consider 
for ASD. Learning new skills whether it is basic academic 
skills, such as reading, writing, or mathematics, or other 
skills that support the learning process such as attending 
skills, transitioning, or following a schedule can be directly 
observed. For example, the student may read words well but 
understand only literal interpretation. 

▪ Work Output. When skills are not a problem, “academic 
educational performance” can also be understood in terms of 
work output. Some typical obstacles include difficulty with 
handwriting and/or tasks that require students to show their 
work. In addition, qualitative difficulties may again be noted. 
These include: (> greater than) 
• Literal Interpretation > Inferential 
• Rote Learning > Contextual Learning 
• Use of Knowledge > Problem Solving 
• Word Calling > Reading Comprehension 

In addition to poorer performance when tasks require handwriting 
and showing work, there may be other problems associated with 
specific curriculum demands or instructional approaches. For 
example, the use of manipulatives could be more confusing; 
auditory /verbal explanations may be difficult; and/or other assistive 
devices might “slow the process” or result in an “overload 
experience.” It is also worth noting that each student with ASD may 
have very different sensitivities and strengths, especially with 
higher functioning or milder disorders within the spectrum, such that 
the interventions and accommodations have to be highly 
individualized in order to be effective. 
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o Behavioral 
Behavioral educational performance has to do with behaviors that 
interfere with the learning situation. These behaviors may be 
manifested in two ways: externally or internally. 

▪ Externalizing behaviors are those that can be observed by 
others and interfere with the learning process. They can 
include: 

Acting out behaviors 
• Aggression 
• Temper tantrums 
• Making noises 
• Non-compliance 

Overt self-regulatory behaviors 
• Rocking 
• Self-talk 
• Taking a walk 

▪ Internalizing behaviors may or may not be observable but 
are directed internally. They can include forms of closing off 
stimulation from the outside world: 

Avoidance behaviors 
• Withdrawal behaviors 
• Shutting down 
• Self-removal (hiding) 

Covert self-regulatory behaviors 
• Thoughts 
• Fantasy 

o Social 
The social assessment describes the impairments in the rates and 
sequences of the individual’s social development within the 
educational setting. Social functioning includes understanding 
social cues and implementation of effective social behaviors. Not 
responding to social cues may be a result of lack of knowledge, not 
recognizing, or misreading of social cues. Areas where one may 
expect to see difficulty implementing social rules that result in poor 
educational performance may include: 

• Sharing information (e.g. doesn’t share or shares too 
much) 
• Limited variety of interests which are often restricted and 
repetitive 
• Ability to give and take (e.g. “turn-taking”) 
• Interacting at the appropriate time 
• Working well with peers and staff 
• Participating in groups 
• Ability to tolerate physical proximity, (e.g. violation of 
personal space) 
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• Appropriately filtering thoughts before comments 
Other social behaviors that may have negative social 
consequences may include: 

• Impaired initiative in social situations (e.g. not asking for 
help) 
• Attachments to, or fears of, objects which may be 
described as strange or unusual 
• Impairment in the use of multiple nonverbal behaviors such 
as eye-to-eye gaze or facial expression 
• Impairment in the appropriateness and degree of emotional 
response 
• Impaired desire or ability to communicate with others 
• A tendency toward aloofness and indifference to other 
people 

The individual’s developmental level, cognitive functioning, and 
chronological age are important considerations. Developmental 
charts or tools are especially helpful when assessing social 
development. Multiple observations in various settings, student and 
parent interviews, and record reviews are essential procedures. 

Qualitative impairment in reciprocal social interaction including two or more of 

the following: 

o Impairment in use of multiple non-verbal behaviors 

o Failure to develop age-appropriate peer relationships 

o Impairment in spontaneous seeking to share with others 

o Impairment in social/emotional reciprocity 

• Qualitative impairment in communication including one of the following: 

o Delay in or lack of spoken language with no attempt at alternative 

modes of communication 

o Impairment in pragmatics or ability for reciprocal conversation 

o Stereotyped and repetitive or idiosyncratic language 

o Lack of age-appropriate varied, spontaneous make-believe or 

social imitative play 

• Restricted, repetitive and stereotyped behaviors including one of the 

following: 
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o Preoccupation with one or more stereotyped restricted patterns of 

interest abnormal in intensity or focus 

o Inflexible adherence to nonfunctional routines or rituals 

o Stereotype and repetitive motor mannerisms 

o Persistent preoccupation with parts of objects 

o May include unusual or inconsistent response to sensory stimuli 

• Not primarily a result of: 

o Emotional Impairment (see Rule 340.1706) or 

o Schizophrenia (see DSM IV TR Diagnostic Criteria Codes 295.10-

295.90) 
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Procedures of Deaf-Blindness 

Evaluations 
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Procedures for Deaf or Hard of Hearing 

Evaluations 

- 50 -



   

 

 

 

 

 

 

 

 

 

 

 

- 51 -



   

 

 

 

 

Procedures for Early Childhood 

Developmental Delay Evaluations 
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Procedure for Other Health Impairment 

Evaluations 
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Procedure for Physical Impairment 

Evaluations 
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Procedures for Speech and Language 

Impairment Evaluations 
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Procedures for Severe Multiple 

Impairment Evaluations 
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Procedures for Traumatic Brain Injury 

Evaluations 
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Procedures for Visual Impairment 

Evaluations 
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SECTION 3 

The Individual Education Team Report 

➢ Individual Education Team Report Procedures 

➢Newly Enrolled Special Education Students 
▪ Previous Enrollment Form 
▪ Placement Chart 

➢Disciplinary Procedures 
▪ Procedures 
▪ Parent Notice 
▪ Disciplinary Tracking Record 
▪ Disciplinary Tracking Log 
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PREVIOUS ENROLLMENT - NOTICE FOR PROVISION OF PROGRAMS AND 
SERVICES 

Enrollment Date: 

DEMOGRAPHIC INFORMATION 

Name: 

Student ID: 

Native language of student: 

(as provided by parent/guardian/surrogate) 

DOB: Ethnic Code: Sex: 
Limited English Proficiency 

Interpreter needed for parent? 

Yes 

Yes 

No 

No 

Address: 

City: 

Parent: 

Phone: 

Type 

Zip: 

Parent/Guardian/Surrogate 

Phone# 

MOST RECENT MEETING DATES (for in-state transfers only) 

Most recent REED date: ______________ 
Initial/most recent Three Year IEP date:  ______________ 
Previous Annual IEP date: ______________ 
Most recent MET date: ______________ 

Email: 

School: Gr: 

ADDITIONAL INFORMATION 
Primary Disability: 

Instructional Setting:

 ______________ 

 ______________ 

District: Oper: Special Transportation Needs:  ______________ 

Res: 

The Individuals with Disabilities Education Act (IDEA) mandates that the district provide written notice to the parent when the district 
proposes or refuses to initiate or change the educational placement of the student or the provision of a Free Appropriate Public 
Education (FAPE) to the student. 

You are receiving this notice for: because we are 
(student name) 

offering the provision of a FAPE in the in which this student 
(name of District/PSA) 

is being enrolled as indicated below. 

The Michigan Administrative Rules for Special Education, R 340.1721b(5) states “For students with an IEP in effect at a previous 
public agency who transfer public agencies within the same school year, the new public agency shall immediately provide a FAPE. A 
decision regarding implementation on an IEP in accordance with 34 CFR § 300.323 shall be made within 30 school days of enrollment. 

SELECT A or B: 

A. The school district shall adopt the IEP dated _____________ as developed by the previous public agency, and an 

annual IEP will be convened on or 
before (not to exceed 365 calendar days from date of current IEP). 

OR 

B. A new IEP will be developed on or before (not to exceed 30 school days), and the 

programs and services identified below will be provided during the 30 school days prior to the new IEP team 
meeting: 

PROGRAM/SERVICE TIME FREQUENCY 
to Hrs/Mins to / 

to Hrs/Mins to / 

to Hrs/Mins to / 
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x 

Supplementary Aids and services to be provided: 

Modification/Accommodation/Support Applicable Conditions Applicable Subject Areas 

Frequency is on a daily/as the conditions occur unless otherwise indicated in the Applicable Conditions column. Location pertains to both general 
education and special education unless otherwise indicated. 

Supplementary aids and services are not needed at this time. 

State-wide assessment to be provided: Not assessed during this 30 school day time period. 

Other: 

NOTICE (Must be completed for all students): 

Other factors that are relevant to the district’s proposal or refusal (describe): 

There are no other factors that are relevant to the district’s proposal or refusal. 

Signature of Superintendent or Designee Date 

Delivery Mode: Date: 

These services will begin on at . 

Other options (e.g., programs and services, supplementary aids and services) considered but not selected were: 

Option Considered but Not Selected Reason Not Selected 

No other options were considered. 

The Procedural Safeguards Notice you received describes protections under the IDEA. This notice and the list of available resources to assist you in 
understanding your rights is available at www.resa.net/downloads/specialeducationforms. The Procedural Safeguards Notice is also available at 
www.michigan.gov/documents/mde/May09-ProceduralSafeguardsNotice2786117. 
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Newly enrolled students for whom you have placement questions/concerns 

ALWAYs consider LRE first (RCR vs. Center) 

Example:  Students on certificate of completion course of study, students with C.I. eligibility or other eligibility with 
near maximum hour or students with near maximum hours of special education service (20 and up) 

IF THEN 

Move-in student → In state and IEP and MET 

information (e.g. psych reports) are dated within 1 

year and IEPT agrees with all required 

documentation 

1. Complete Previous Enrollment Form 
2. Finalize home school schedule, or contact 

Coordinator regarding Center referral, with 
referral packet to be completed. 

Move-in student → Out of state 
1. Hold REED to establish (initial) eligibility (following 

all protocol for proper evaluations). 
2. Complete current evaluation and IEP with 

parent input within 30 school days or as soon as 
possible. 

3. Finalize home school schedule, or contact 
Coordinator regarding Center referral, with 
referral packet to be completed. 

IEP indicates previous service in a Center Program 

and MET information is complete and current 

Lateral placement in Center - local or Act 18 (Skill Ctr., 

MoCI, etc.) if current records are available. 

No special ed. records upon entry, but parent 

indicates sp. ed. eligibility 

1. Try to obtain records from previous 
district 

AND/OR 

2. Hold REED to establish 
eligibility; hold REED if obtained records are 
incomplete or outdated (over 1 year old). 

3. Complete current evaluation (following all 
protocol for proper evaluations) with 
parent input. See Section 2 Assessment 
Procedures. 

4. Finalize home school schedule, 
or contact Coordinator regarding Center referral, 
with referral packet to be completed. 

IEP indicates near maximum sp. ed. service hours in 

RCR program 

1. Check IEP for course of study (diploma/certificate of 

completion.) 

2. Check IEP for assessments (MI-Access/M-Step/MME) 
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Section 4 

Appendix 
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Instructional Support Team 

Support Structure and IST Process 

Teacher identifies a need for Instructional Support. 

Submit Forms 1 & 2 to the principal 

Please begin by filling out Forms 1 and 2. 
(date) 

IST Case Manager is assigned and will set up a 

meeting with the classroom teacher within 48 hours 

to discuss a plan. 

IST Case Manager and Teacher meet with 

appropriate support personnel and develop a plan. 

(Form 3) Make sure to set a review date. 

Plan is Implemented 

Case Manager, Classroom Teacher and any support 

personnel meet and review progress of intervention. 

(Form 3) 

Interventions can be 

adjusted and 

implemented for 

further analysis. Please 

set a review date for 

new interventions. 

(Form 3) 

Interventions are found to 

be unsuccessful and 

student is brought to EPT 

procedures. Parents are 

invited to meeting and 

formal EPT is followed. 

Copies of interventions 

will be provided for this 

meeting. (Forms 1-3) 

If the plan is successful 

the team continues 

interventions and 

paperwork is filed in 

IST binder in the office. 

(Form 1-3 
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Special Education provider(s) will keep a log of contacts requesting student records 
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