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Section 1

Introduction & Procedural Safeguards



INTRODUCTION

This Special Education Process Guide is written as an affirmation of best practices to support school
staff in their support of student needs. The goal of the Ipswich Public Schools is that all students
achieve success, no matter what their learning style or abilities. This guide represents an effort to
coach and affirm best practices across the District that will ensure all students the access to high
expectations, which they deserve, in the least restrictive environment. All students and their families
have a right to experience correct and consistent practice across schools and respect for the rights and
privileges to which they are entitled. It is expected that the guide will be used as a reference tool on a
daily basis so that compliant and effective practices become embedded in all special education and
related service provider actions.

Special education is a complex service delivery system that is regulated by both federal (IDEA 2004)
and state (M.G.L. Ch 71 Section B) laws. State regulations (603 CMR 28.00) provide mandates on
how school districts are required to implement the requirements of the law. The District is committed to
fully implementing the regulations and providing services to eligible students with disabilities in a
manner that is fully compliant with laws and regulations. The key components of the law require that all
public school districts offer:

1. FAPE - a Free and Appropriate Public Education;
2. LRE - Least Restrictive Environment; and
3. Special education services for students who have been found eligible. This eligibility is based

on the confirmation of a disability that requires special instruction in order for the student to
make effective educational progress.

It is the intention of Ipswich Public Schools that this guide can provide all stakeholders (students, their
parents, school staff, and other professionals) with a template for practices that not only meet state and
federal mandates, but also are “the right thing to do” in terms of safeguards and protections for all
students.

The District recognizes that at times, there may be differing perceptions of the processes involved and
how they are carried out. In such circumstances, the District will use all reasonable resources,
especially impartial mediators provided by the Bureau of Special Education Appeals (BSEA) to reach
out in the most transparent and collaborative manner to resolve these differences and move forward to
address student needs.



PROCEDURAL SAFEGUARDS

Parents and guardians are provided with Procedural Safeguards annually. The District also
presents a review of these safeguards each year in conjunction with the Ipswich SEPAC.
Procedural Safeguards are sent to the family with all Test Consent Notices. A copy is also
distributed at each Annual Review or Re-Evaluation Meeting so that the parent receives a
minimum of one copy, and frequently more, for reference each year. Parents are encouraged
to read the Safeguards and expect that the District adheres to all rights for families and eligible
students. Special Education and related service provider staff members are expected to
review the Procedural Safeguards to refresh their knowledge each year, and to consult them
whenever a question arises. The Procedural Safeguards are included on the next pages for
easy access.
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Dear Parents:  
 
You are receiving this Notice of Procedural Safeguards (Notice) because your son or daughter (student) 
has been referred for an evaluation or is currently receiving special education services. If your student is 
eligible for special education, the school district must provide a free appropriate public education commonly 
referred to by the acronym FAPE. In order to provide a FAPE the school district must work in partnership 
with you. You will be a member of the IEP team that will consider your student’s unique needs and develop 
an individualized education program or IEP, for your student.1 The IEP must provide instruction that is 
tailored to your student’s unique needs and includes sufficient support services to enable your student to 
make meaningful educational progress and to assist your student in acquisition of knowledge and skills, 
including those necessary for social and emotional development according to appropriate chronological 
and developmental expectations. Any special education services identified for your student must be 
provided at public expense with no cost to you.  All students in the Commonwealth’s public education 
system, including students with disabilities, are entitled to the opportunity to learn the material that is 
covered by the academic standards in the Massachusetts curriculum frameworks.  Massachusetts also 
provides an individual right to FAPE for its resident students with disabilities who attend private schools at 
private expense, and who seek public special education services. 
 
Both State and federal laws contain rules that school districts must follow when deciding if a student is 
eligible for special education and, if so, what services the student will receive. These laws also provide 
detailed procedures for ensuring that the student receives a FAPE during the entire time he or she is eligible 
for special education. Special education is a highly complex and regulated area of education law. The detail 
in the law is intended to protect your student and to help ensure that he or she receives appropriate 
educational services. You can get additional help in understanding the special education process from your 
school guidance office, the Massachusetts Department of Elementary and Secondary Education (DESE), 
organizations for parents of students with disabilities, and private special education organizations. 
Information from these sources will help you work in partnership with your school district to make sure that 
your student receives appropriate educational services. The DESE publishes extensive information for 
parents and school districts on its Internet Websites. A Table of the DESE Websites is included at the end 
of this Notice.  
  
This Notice provides you with important information about your right to be involved in planning your 
student’s special education. Procedural safeguards are the specific rules that make sure that you know 
what the school district is proposing to do (“receive notice”), agree with the school district’s plan (“give 
parental consent”) and have a range of opportunities for resolving disagreements with the school district 
(“due process”). Procedural Safeguards in the law also provide additional protections outlined in this 
document.  
 
We hope this Notice will be of assistance to you as you take an active role in your student’s educational 
experience.   
 

 
1 See the IEP Process Guide for information on how a student’s IEP is developed and implemented. 
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This document, the Parent’s Notice of Procedural Safeguards, answers the following questions:  

1. What is “prior written notice” and when do you receive it?  . . . . . . . . . . . . . . . . . . . . . . . . . . .   Page 2 
2. What is “parental consent” and when must the school district ask for your consent?  . . . . . .  Page 3 
3. Is the school district required to evaluate upon request by a parent? . . . . . . . . . . . . . . . . . . .  Page 5 
4. What is an “independent educational evaluation”? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  Page 5 
5. When can you see your student's student records? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  Page 6 
6. How can parents and schools resolve disputes?  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  Page 7 
7. What are your responsibilities if you place your student in a private school? . . . . . . . . . . . . .  Page 11 
8. What must be done to plan for your student’s transition from school? . . . . . . . . . . . . . . . . . .  Page 12 
9. How may a school discipline a student with a disability?     . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Page 12 
10. Where can the laws and regulations and other useful information be found?  . . . . . . . . . . . . .  Page 14 

 
You will receive this Notice at least once each year if your student is identified as eligible for special 
education. You can also request a copy from your school district at anytime or from the DESE. This 
document is available on the DESE Web site at http://www.doe.mass.edu/sped/prb.  
 

1.   WHAT IS PRIOR WRITTEN NOTICE AND WHEN DO YOU RECEIVE IT?                                                     34 CFR §300.503 
 
The school district must provide you with a written notice when it proposes, or refuses, to take steps to 
identify your student, to evaluate your student, to provide special services to your student, or to change 
your student’s program. Federal regulations call this a “prior written notice.” The written notice must:  

• Describe what the school district proposes or refuses to do; 
• Explain why the school district is proposing or refusing to take the action; 
• Describe how the school district decided to propose or refuse to take the action, including telling 

you about each evaluation procedure, assessment, record, or report that your school district used 
to make its decision; and  

• Describe any other options that your student's individualized education program (IEP) Team 
considered and the reasons why those options were rejected. 

 
School districts will provide this information to you using forms developed by the DESE and available on 
the DESE Web site or their own forms containing the same information.  
 
You will receive prior written notice when the school district: proposes to conduct an initial evaluation or 
reevaluation; proposes a new or amended IEP; proposes a change in placement, including a proposed 
change in placement for disciplinary reasons; or proposes to end special education services. 
 
You will also receive a notice if the school district makes a finding of no eligibility for special education 
services or refuses a request you have made related to evaluations or provision of special education to 
your student Notices from the school district must be provided in your native language or other mode of 
communication you use, unless it is clearly not feasible to do so.  If your native language or other mode of 
communication is not a written language, your school district must ensure that the school’s notice is 
translated for you orally or by other means (e.g., by sign language), and that you understand the content of 
the notice.  
 
The school district will also give you written notice and request your consent – or written permission – 
before the school district asks to use public health insurance (MassHealth or Medicaid), to pay for a 
student’s special education services for the first time.  . 
 
When you are given prior written notice, you will also be given a copy of this Notice of Procedural 
Safeguards, or if you have already received this Notice during the current school year, you will be told how 

http://www.doe.mass.edu/sped/prb
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you can obtain another copy. You will also be given information about whom you can contact for help in 
understanding federal and state special education laws.  

2.   WHAT IS PARENTAL CONSENT?                                                                                                                     34 CFR §300.9  AND   
603 CMR 28.07 (1) 

 
The school district may not give your student a special test or special service unless you agree and give 
your written “parental consent.” The school district must contact you and clearly explain what it is proposing 
to do for your student. The school district will then ask you to sign your name on the consent form to show 
that you agree to the school’s proposal. This is giving “parental consent.”   
 
Giving your consent is voluntary. You may take back, or revoke, your consent at any time. If you wish to 
revoke consent you must do so in writing. The withdrawal of consent will only apply to future action by the 
school district not to something that has already happened. Your school district may not use your refusal 
to consent to one service or activity as a reason to deny you or your student any other service, benefit, or 
activity. 
 
Your consent is not required before your school district may review existing data as part of your student’s 
evaluation or reevaluation, give your student a test or other evaluation that is given to all students without 
consent such as the MCAS or classroom tests that are part of the general education program, or share 
information with federal or state educational officials. 

2.1   WHEN WILL A SCHOOL DISTRICT ASK FOR YOUR CONSENT?                    34 CFR §§ 300.300, 300.154 AND                                          
603 CMR 28.07(1) 

 
A school district will ask for your parental consent in the following circumstances:   

 
To authorize the initial evaluation to determine if the student is eligible for special education  
The school district cannot conduct an initial evaluation of your student to determine whether your 
student is eligible to receive special education and/or related services without first obtaining your 
consent. If your student is referred for an evaluation, the school district must ask for your consent to 
the evaluation within five school days.  
 
To approve initial services  
If, after the initial evaluation has been completed, the Individualized Education Program (IEP) Team 
has decided that your student is eligible for special education, the IEP Team will propose special 
education and related services and a placement for your student. You are a member of the IEP Team 
and must give your consent before your school district can provide special education and related 
services to your student for the first time. If you do not consent, the school district cannot provide 
special education and related services to your student. You can accept or reject the whole proposal 
or part of it. The IEP or any part that you accept must begin as soon as you accept it. 
 
To make a change in services, placement or reevaluation 
Once you have agreed to an IEP for your student, the school district must obtain your consent before 
the school district may change the services or the placement of your student, or conduct a 
reevaluation.2 If you refuse to give your consent, you have an obligation to engage with the district in 
active discussion to resolve your disagreement. If you have given consent to services in the past and 
now want to revoke consent and withdraw your student from services, you must do so in writing. The 

 
2 You also have the right to observe your student in his or her current program and observe a proposed program prior 
to your student’s placement. For further information see the DESE document “Observation of Education Programs by 
Parents”. 
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school district may not request a hearing at the Bureau of Special Education Appeals (BSEA) to 
obtain authority to provide educational services or to reevaluate your student without your consent.  
 
To access public health insurance (MassHealth or Medicaid) benefits for the first time 
 
The school district is allowed to use public health insurance (MassHealth or Medicaid) to pay for 
some special education services included in a student’s IEP for students covered by public health 
insurance. Before the school district accesses MassHealth for the first time, the school district must 
give you written notice that it is going to seek this reimbursement, and get your voluntary consent in 
writing for it.  The notice will tell you that special education services are always provided at no cost 
to you or your family; will make clear that your consent will not lead to any changes in your child’s 
MassHealth benefits or eligibility; will describe what information about your student will be shared in 
order to access MassHealth; remind you that your consent can be withdrawn at any time; and make 
clear that there will be no changes to your student’s special education services or program if you 
withdraw or do not provide consent. If you move or your student becomes enrolled in another district, 
then the new school district will ask you to provide consent again.  
 
To excuse members of the IEP Team from attending a Team meeting  
Members of the IEP Team may be excused from attending a Team meeting if you agree in writing in 
advance of the meeting. If the Team will be discussing the excused Team member’s area, then the 
excused member must provide his or her input in writing before the Team meeting. If you do not 
agree to excuse the Team member he or she must attend the IEP Team meeting. 

2.2   WHEN WILL THE STUDENT BE ASKED FOR CONSENT?                                                  34 CFR §300.520   AND                   
603 CMR 28.07 (5) 

 
Under Massachusetts’ law a student has reached adulthood upon his or her eighteenth (18th) 
birthday. When a student turns age 18, therefore, all of the decision-making rights that you have as 
a parent transfer to your adult student, unless a court has appointed a legal guardian for your student 
or your student indicates in writing that he or she wants to share decision-making with you or wants 
you to continue to have authority to make decisions about his or her educational program.  The school 
district must discuss with you and your student the impact of this transfer of rights at least a year 
before the student’s eighteenth birthday. As the parent of an adult student with a disability, you will 
continue to receive all the required notices from the school, and you will continue to be able to inspect 
your student’s educational records, even if your student makes his or her own educational decisions. 

2.3   WHEN WILL A SPECIAL EDUCATION SURROGATE PARENT GIVE CONSENT?       34 CFR §300.519 (g) AND    
603 CMR 28.07 (7) 

 
If a student is in the custody of the Department of Children and Families, or the student’s parents or 
guardian cannot be identified or located or have had their parental rights terminated, the DESE has 
a responsibility to ensure there is an adult with no conflicting interests to make special education 
decisions on behalf of the student. This person is called a special education surrogate parent. The 
DESE determines if it is necessary to appoint a special education surrogate parent for the student. If 
appointed, a special education surrogate parent has the same rights and responsibilities as a parent 
in special educational matters for the student.  

2.4   HOW DO I WITHDRAW CONSENT?                                                                            34 CFR §300.300(b)(4) AND 300.9  
 
If you have given consent to special education and related services and now wish to revoke your 
consent, you must do so in writing. You may withdraw your consent to all special education and 
related services, to a specific service or to placement or to the district’s use of MassHealth or 
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Medicaid benefits for your student. Once the school district receives your letter, the district will send 
you a notice stating the change, if any, in educational placement and services that result from your 
revocation of consent. Once you withdraw your consent to all special education and related 
services, the school district is no longer required to make FAPE available or to have an IEP 
meeting or develop an IEP for your student. School districts are not required to amend your 
student’s record to remove references to special education services as a result of your revocation 
of consent. 
 
 

3.   IS THE SCHOOL DISTRICT REQUIRED TO EVALUATE A STUDENT UPON REQUEST BY A PARENT? 
  34 CFR §300.301 AND 

603 CMR 28.04 
 
A student must receive a complete and comprehensive evaluation to determine if the student has a disability 
and is eligible for special education and, if eligible, to assist in determining appropriate special education 
and related services that may be necessary. Parents who have a concern about their child’s development 
or have a suspicion about a possible disability may refer their child for an initial evaluation.  Special words 
need not be used in making a referral for an initial evaluation. Upon receipt of such a request for an initial 
evaluation, the school district must send notice to the parent and must seek the parent’s consent to conduct 
an evaluation. (A school district will rarely have occasion to refuse to conduct an initial evaluation and may 
do so only if the parent or other individual making the referral has no suspicion of disability or is not 
concerned about the student’s development).  
 
Where appropriate, the school district may also provide the parent with information concerning other 
supportive services that may better suit a particular student’s needs. However, a school district may not 
refuse to evaluate a student who has been referred for an evaluation as described above, on the basis of 
a pre-referral program or in order to try other instructional support activities or for any other reason.  
Additionally, the law provides for periodic reevaluations to ensure that the student is benefiting from and 
continues to require special education. The parent’s consent will always be required prior to these 
reevaluations. 

4.   WHAT IS AN INDEPENDENT EDUCATIONAL EVALUATION?                                                             34 CFR §300.502 AND                             
603 CMR 28.04(5) 

 
An Independent Educational Evaluation (IEE) is an evaluation conducted by a qualified examiner who is 
not employed by the school district responsible for the education of your student.  
 
You have the right to request an IEE of your student at public expense if you disagree with the school 
district’s evaluation. If you request an IEE, the school district must provide you with information about where 
you may obtain an IEE and about the state requirements that apply to IEEs.  

4.1   WHEN IS AN INDEPENDENT EDUCATIONAL EVALUATION CONDUCTED AT PUBLIC EXPENSE?                
 

In Massachusetts, under state law, you will receive an IEE at full or shared public expense if you 
meet income eligibility requirements. Students who are eligible for free or reduced cost meals are 
entitled to an IEE at public expense.  Other students are eligible for a shared cost IEE according to 
a sliding fee scale. Sharing your financial information with the school district is completely voluntary 
on your part. If you choose to share such information, the school district must immediately notify you 
in writing whether or not you are eligible for full or partial funding of an IEE and proceed to fund the 
IEE based on eligibility. Your right to a publicly funded IEE through income eligibility will extend for 
16 months from the date of the school district’s evaluation with which you disagree. 
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If you do not meet income eligibility requirements or choose not to disclose financial information, the 
district must consider your request for a publicly funded IEE under federal law.  Within 5 days, the 
district may either agree to provide an IEE at public expense or request a hearing at the Bureau of 
Special Education Appeals (BSEA) to demonstrate that the evaluation conducted by the district was 
comprehensive and appropriate. More details regarding IEEs are available in the DESE 
Administrative Advisories 2004-1 and 2001-3 available from your local school district and on the 
DESE Web site http://www.doe.mass.edu/sped/advisories/?section=admin. 
 
You are entitled to only one IEE of your student at public expense each time your school district 
conducts an evaluation. You may have independent evaluations conducted at your own expense at 
any time. 

4.2   THE RESULTS OF IEES MUST BE CONSIDERED WITHIN 10 DAYS BY THE SCHOOL DISTRICT  
 

If you obtain an IEE of your student at public expense or you share with the school district an 
evaluation of your student that you obtained at private expense, your school district must convene a 
Team meeting within ten school working days after receiving the evaluation information. The Team 
will consider the evaluation results and determine what, if any, changes should be made to your 
student’s IEP.   

5.   WHEN CAN YOU SEE YOUR STUDENT’S STUDENT RECORDS?                                                        34 CFR 300.611 AND    
603 CMR 23.00 

 
The student record consists of your student’s transcript and temporary school record and includes health 
records, tests, evaluations, discipline records and other records pertaining to your student’s special 
education eligibility or program.3  Personally identifiable information about your student is confidential and 
may not be disclosed to anyone other than teachers and educational officials without your consent.  
 
You and your student (if your student is 14 or older) have a right to look at any and all of the student’s 
records within 10 days of your request and before any IEP meeting or due process hearing.4 You may also 
have copies of the information upon request for a reasonable charge limited to the cost of reproduction. 
You may not be charged for costs associated with the search for and retrieval of your student’s records.   
 
In addition, you can meet with professionally qualified school personnel to have the records explained. You 
may also have your representative (advocate, consultant, or attorney) inspect, review, and interpret your 
student’s record if you give your specific, written informed consent.  All of the rights associated with the 
student record are contained in the Massachusetts Student Record Regulations 603 CMR 23.00. Those 
regulations can be found at  http://www.doe.mass.edu/lawsregs/603cmr23.html or by requesting a copy of 
the regulations from the school district or DESE.  
 
Generally only the parent, eligible student, authorized school personnel, and state and federal education 
officials are allowed to see the student record without the specific, informed, written consent of the parent 
or adult student. The school district may be required to provide some information to state and federal 
officials as the result of a court order or in response to a health and safety or law enforcement issue.  Helpful 
information about these and other student records issues can be found at 
http://www.doe.mass.edu/lawsregs/advisory/cmr23qanda.html.  

 
3 If a student’s parents revoke their consent for special education services after such services have been initially 
provided, school districts are not required to amend the student’s records to remove references to special education 
services. 
 
4 The school district can only limit access to the student record if it has received a legal document such as a 
restraining order or a divorce or custody decree that restricts access to information about the student’s.   

http://www.doe.mass.edu/sped/advisories/?section=admin
http://www.doe.mass.edu/lawsregs/603cmr23.html
http://www.doe.mass.edu/lawsregs/advisory/cmr23qanda.html
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6.   HOW CAN PARENTS AND SCHOOLS RESOLVE DISPUTES?                              34 CFR 300.151, 300.506 – 300.518 
AND  603 CMR 28.08 

 
State and federal special education laws provide many opportunities for parents to be involved in 
educational planning for their student who has a disability. If parents and school districts disagree about 
changes relating to the identification, evaluation, or educational placement of a student with a disability, or 
the FAPE services provided to a student with a disability, the laws provide a menu of ways to resolve the 
disagreement. Your student shall remain in his or her current education program and placement during any 
dispute regarding placement or services, unless you and the school district agree otherwise or your 
student’s placement is changed as a result of discipline. 
 
Following are alternatives ways that you and your school district can resolve disagreements. 

6.1   BRING THE DISPUTE TO THE ATTENTION OF LOCAL PUBLIC SCHOOL OFFICIALS 
 
As a first step to resolve your dispute, you may contact your school Principal, the Administrator of 
Special Education or your Superintendent to ask for help. It is a good practice to write a letter 
explaining the situation about which you are concerned. 

6.2   USE THE DESE PROBLEM RESOLUTION SYSTEM    
 
If you feel that you need help from outside of your school district, you may contact the DESE, 
Problem Resolution System Office (PRS) at 781-338-3700 to use the state Problem Resolution 
System described at https://www.doe.mass.edu/prs/ . You can file a complaint with the PRS office 
about any violation of state or federal education law or obtain help from PRS staff to resolve the 
problem informally. If you want a formal investigation by PRS, you will have to submit your 
complaint in writing. PRS staff will assist you in preparing and submitting the complaint. Your written 
complaint should include: a statement of your concerns, your attempts to resolve your concerns, 
the actions by the school you believe would resolve your concerns and your signature and contact 
information. If your complaint is about a specific student, you should provide the student’s name 
and residential address and the name of the school. The issues that you are complaining about, 
however, must have occurred no more than one year before PRS receives your complaint. If you 
choose to file a formal complaint with the Problem Resolution System, you must also send a copy 
of your written complaint to the school district that is the subject of the complaint. PRS will resolve 
your complaint within 60 days and send you a copy of the findings and decision. 
 
Filing a formal complaint with PRS will not prevent you from using other methods, such as 
conversations with your local school district, mediation, or a due process hearing at the Bureau of 
Special Education Appeals (discussed below) to resolve your complaint.5 If you request a due 
process hearing, however, a complaint that you file through the problem resolution system will be 
set aside until the due process hearing is completed. 

 
5 For a comparison of how the problem resolution system resolves a complaint with how a complaint is resolved 
through a due process hearing see: https://www.doe.mass.edu/prs/guide/default.html. 

https://www.doe.mass.edu/prs/
https://www.doe.mass.edu/prs/guide/default.html
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6.3   ASK FOR A NEUTRAL MEDIATOR TO BE APPOINTED.    
 
Mediation6 is a service provided by a neutral individual who is trained in special education law and 
in methods of negotiation. Mediation can be scheduled whenever the parents and schools have a 
disagreement about special education matters, even if a complaint was made through the PRS 
Problem Resolution System. The mediator helps the parent and school district talk about their 
disagreement and reach a settlement that both sides can accept. Discussions during mediations 
are confidential and nothing that is said by either party can be used later if the dispute becomes 
the subject of a formal hearing or court proceeding. Once an agreement is reached, it will be put in 
writing, both sides will sign it, and it may be enforced by a court. 
 
Mediation can be set up by contacting the BSEA at 781-397-4750. The mediator will schedule a 
meeting with you and the school district within 30 days of the request for mediation. Meetings will 
be held at a convenient time and place. Participation is voluntary, therefore both the school district 
and the parents must agree to participate in mediation. There is no fee for the service.  
 
Additional information about how mediation works is available from the BSEA 781-397-4750 and 
can be found in their publications “Frequently Asked Questions about Mediation” and Learn about 
Mediation at the BSEA.7” 

6.4   REQUEST A DUE PROCESS HEARING AND PARTICIPATE IN A RESOLUTION MEETING       

 
If you and the school district have been unable to work out your disagreement, then you are entitled 
to have a neutral and impartial hearing officer listen to both sides of the dispute, hear testimony, 
examine evidence, and make a decision. This hearing is convened by the BSEA and is called a 
due process hearing. The BSEA hearing officer is trained in special education law and must not 
have any personal or professional connection to you or anyone else who is involved in the 
disagreement. 

 
The due process hearing will consider disputes about eligibility; evaluation; IEPs; educational 
placement decisions, including those resulting from discipline; FAPE; provision of special 
education; or procedural protections of state and federal law for students with disabilities. You must 
file for a hearing within two years of when you knew, or should have known8 about the events that 
form the basis for your complaint. This time period can be extended if you can show that you were 
prevented from filing for a hearing because the school district misrepresented that it had resolved 
the issue in your complaint or if the district withheld certain required information from you.  

 
Either you or your school district can file a written due process hearing request9 with the other party 
and send a copy to the BSEA to obtain a due process hearing. The BSEA has developed a Hearing 
Request Form 10 that you may use, or you can write your own letter instead of using the form, but 
you must be sure to include your student’s name and residential address (or contact information if 
the student is homeless); the name of your student’s school; a description of the problem you are 
concerned about, including specific facts relating to the problem; and a proposed solution to the 
problem. Note that the hearing will be limited to the issues that are identified in the complaint. 

 
You must send your due process hearing request to the school district (or other party to the 
complaint) and a copy to the BSEA. If the due process complaint does not provide enough 

 
6 A description of the mediation process can be found on the DESE Web site at http://www.mass.gov/anf/hearings-and-
appeals/bureau-of-special-education-appeals-bsea/mediation/.  
7 https://www.mass.gov/info-details/learn-about-mediation-at-the-bsea  
8 The phrase “or should have known” reminds you that you have a responsibility to be aware of your student’s program. 
9 Information on the due process hearing request can be found at: http://www.mass.gov/anf/hearings-and-appeals/bureau-
of-special-education-appeals-bsea/due-process-hearings/.  
10 https://www.mass.gov/doc/hearing-request-form/download  

http://www.mass.gov/anf/hearings-and-appeals/bureau-of-special-education-appeals-bsea/mediation/
https://www.mass.gov/info-details/frequently-asked-questions-about-mediation-at-the-bsea
https://www.mass.gov/info-details/learn-about-mediation-at-the-bsea
https://www.mass.gov/info-details/learn-about-mediation-at-the-bsea
http://www.mass.gov/anf/hearings-and-appeals/bureau-of-special-education-appeals-bsea/due-process-hearings/
https://www.mass.gov/doc/hearing-request-form/download
https://www.mass.gov/doc/hearing-request-form/download
http://www.mass.gov/anf/hearings-and-appeals/bureau-of-special-education-appeals-bsea/mediation/
http://www.mass.gov/anf/hearings-and-appeals/bureau-of-special-education-appeals-bsea/mediation/
https://www.mass.gov/info-details/learn-about-mediation-at-the-bsea
http://www.mass.gov/anf/hearings-and-appeals/bureau-of-special-education-appeals-bsea/due-process-hearings/
http://www.mass.gov/anf/hearings-and-appeals/bureau-of-special-education-appeals-bsea/due-process-hearings/
https://www.mass.gov/doc/hearing-request-form/download
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information, the opposing party may challenged its sufficiency within 15 days. The BSEA will decide 
whether the complaint is sufficient within 5 days of the challenge. Additional information may be 
added to the complaint if the opposing party agrees or if the hearing officer gives permission. If 
additional issues are added to the complaint at a later time, however, the hearing timetable begins 
all over again. 

 
If there is no challenge to the sufficiency of the complaint, then the hearing process continues. If 
the school district has not already sent a prior written notice to you about the issue that you are 
complaining about, then within 10 calendar days of receiving your due process hearing request, 
the school district must send you a written response to the complaint.  
 
Note:  If the school district has filed the due process hearing request, the parent must respond 
within 10 calendar days of receiving the hearing request, and specifically address the issues that 
the school district raised.  
 
After you file a due process hearing request, the school district has 30 days to work with you to 
resolve the disagreement before the due process hearing may occur.11  
 
The school district is required to set up a resolution meeting within 15 calendar days of receiving 
your due process complaint.12 The school district will determine with you which members of the 
IEP Team must attend the meeting. Someone from the school district who can make decisions 
about your student’s program must attend the meeting. The school district’s lawyer may not attend 
unless you have a lawyer who is attending the meeting. 
 
You must participate in the resolution meeting unless you and the school district agree, in writing, 
not to have the meeting or if you and the school district decide to use the mediation process. If you 
refuse to participate in the resolution meeting, the hearing may not go forward. 
 
If you are willing to meet, but the school district refuses or delays the resolution meeting more than 
15 days after receiving notice of your hearing request, then you can ask the hearing officer to 
proceed with the hearing process. If you meet, but the school district has not resolved the due 
process complaint to your satisfaction within 30 days of your filing the complaint, then the due 
process hearing may go forward.  
 
The resolution process ends when one of the following events occurs: 

• When you and the school district agree, in writing, to end the resolution period;  
• At the end of the 30 day resolution period;  
• At the end of mediation; or 
• When you and an official of the school district sign a document that spells out your 

agreement that resolves your dispute. This is a “settlement agreement” and can be 
enforced by a state or federal court.  Note that if you and the school district enter into an 
agreement as a result of a resolution meeting, either you or the school district may void the 
agreement within 3 business days of the time that both you and the school district signed 
the agreement.  

 
11 If you and the school district agree to mediation, you may agree to continue the mediation after the 30 day period. 
12 No resolution session is required if the school district has requested the due process hearing. 
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6.5   PRESENT YOUR EVIDENCE TO AN IMPARTIAL HEARING OFFICER DURING A DUE PROCESS HEARING 
 

When you file a due process complaint, the BSEA will set a hearing date, assign a hearing officer, 
and send you detailed information about the hearing process and a list of free or low-cost attorneys 
and advocates whom you may contact for help. 
 
During the due process hearing you and the school district will each present evidence and provide 
the testimony of witnesses to an impartial hearing officer from the BSEA. At any due process 
hearing, including a hearing relating to disciplinary procedures, you may: 

• be accompanied, advised and represented by a lawyer and/or advocate; 
• have your student present at the hearing; 
• have the hearing open to the public; 
• present evidence such as documents and reports;  
• request, or require through subpoena, witnesses to come to the hearing and answer 

questions;  
• see any evidence that is to be used at the hearing at least five business days ahead 

of time and ask the hearing officer to keep out any evidence that you have not seen; 
and 

• obtain a written or, at your option, electronic, word-for-word record of the hearing 
findings of fact and decision at no cost to you. To obtain a written record of the 
hearing, you must make your request in writing. 

 
Additional information about due process hearings can be obtained from the BSEA at 781-397-
4750 and from the BSEA Web site:  http://www.mass.gov/dala/bsea.  
 
Hearings are conducted according to the Massachusetts Administrative Procedure Act13 and the 
BSEA Hearing Rules.14 The hearing officer must issue a final decision within 45 days of the end of 
the resolution period described above unless the hearing officer has granted extensions of time at 
the request of either party. The hearing officer will send a copy of the decision to you and to the 
school district. Both the parents and the school district must abide by the decision of the hearing 
officer. 
 
A hearing officer’s decision on whether your student is being offered a FAPE must be based on a 
finding that your student’s special education rights were violated or a determination that the school 
district failed to fulfill its other obligations to your student under the special education laws and 
regulations. If you have complained about a violation of the special education procedures (such as 
failure to hold a proper team meeting, poor record keeping, or failure to follow timelines) a hearing 
officer may find that your student did not receive FAPE only if the failure to follow the procedures:  

• Interfered with your student’s right to a FAPE; 
• Significantly interfered with your ability to be involved in decisions about your student’s 

education; or 
• Deprived your student of an educational benefit. 

 
The decision of the hearing officer is a final agency decision and cannot be reconsidered by the 
BSEA or changed by the DESE. Hearing decisions are public15 and are available on the BSEA 
Web site at https://www.mass.gov/bsea-decisions-and-rulings.     

 
13 M.G.L. c.30A 
14 https://www.mass.gov/doc/hearing-rules/download  
15  Hearing decisions are published after redacting information that would allow the student to be readily identified. 

http://www.mass.gov/dala/bsea
https://www.mass.gov/doc/hearing-rules/download
https://www.mass.gov/bsea-decisions-and-rulings
https://www.mass.gov/doc/hearing-rules/download
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6.6   APPEAL A HEARING DECISION TO A STATE OR FEDERAL COURT            

 
If either the parent or the school district disagrees with the decision of the hearing officer, they can 
seek review of that decision in state or federal court. Any such request for review must be filed 
within 90 days of the decision.  

6.7   ATTORNEYS’ FEES                                                                                                                      34 CFR §300.517 
 

Each party is responsible for paying its own attorney’s fees unless the court decides otherwise. If 
you obtain a favorable result in a written hearing decision or court proceeding, the court 16 may 
decide that the school district should pay your reasonable attorneys’ fees. Note, however, that you 
will not be able to obtain these fees for the time spent litigating your case after the district made a 
settlement offer if 

• the district made a written offer of settlement 10 or more days before the hearing,   
• you did not accept the offer within 10 days, and 
• the outcome of the hearing was no better than the settlement offer. 
 
If the school district obtains a favorable decision, a court could order your attorney to pay the school 
district’s legal expenses if the court finds that your attorney filed a complaint or continued to litigate 
after learning that the complaint had no basis in fact, was unreasonable, was frivolous, or was 
pursued for an improper purpose. A court may also order you or your attorney to pay legal expenses 
if your request for a due process hearing or subsequent cause of action was presented for an 
improper purpose, such as to harass, to cause unnecessary delay or to needlessly increase the 
cost of litigation. 

 

7.  WHAT ARE YOUR RESPONSIBILITIES IF YOU PLACE YOUR STUDENT IN A PRIVATE SCHOOL AND YOU BELIEVE YOUR 
SCHOOL DISTRICT SHOULD REIMBURSE YOU FOR THE TUITION? 

34 CFR §300.148 
  

There are some occasions when a parent believes that the public school is not providing a FAPE to the 
student and the parent decides to place the student in a private school. A parent may enroll his or her 
student in private school at private expense at any time. If, however, the parent believes that the public 
school should be responsible for the costs of the student’s education in the private school, the parent must 
tell the school district of objections to the student’s IEP and program, reject the IEP, inform the school 
district of his or her intent to remove the student and enroll the student in a private school, and request a 
hearing by the BSEA. A parent must inform the school district before removing the student from the public 
school either orally at the last Team meeting before the removal or in writing at least 10 business days 
before removing the student from school.  
 
The school district is not required to pay for a student to attend a private school if the school district has 
made a FAPE available to the student. Disagreements between parents and the school district about 
whether the student’s program provides a FAPE and requests for financial reimbursement for the cost of a 
private program may be resolved through due process procedures discussed earlier in this document. The 
hearing officer will determine whether the school district made a FAPE available to your student. If the 
hearing officer finds that the school district did not provide your student with a FAPE, that you followed the 
above steps, and that the private school placement was appropriate, the hearing officer, after considering 
all of the circumstances surrounding the removal of the student, may require the school district to reimburse 
you for all or part of the cost of the private school placement. 

 
16 A BSEA Hearing Officer may not award attorney’s fees. 
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8.   WHAT MUST BE DONE TO PLAN FOR YOUR STUDENT’S TRANSITION FROM HIGH SCHOOL?      34 CFR §300.43 
   

Planning for your student’s transition from school to postschool opportunities will facilitate your student’s 
ability to successfully participate in activities such as post-secondary education, work, and community and 
adult life. Planning for transition must be based on your student’s strengths, preferences, interests, and 
needs, must begin when your student is 14, and must be discussed each year at a Team meeting. The 
school district must discuss your student’s transition needs with you and your student17 and must consider 
the goals for your student after he or she completes school by graduating with a regular high school diploma 
or reaching the age of 22. School districts must use the Transition Planning Form 18 to record the results of 
this annual discussion. The student’s IEP must include measurable post-secondary transition goals, 
objectives and services based upon an appropriate assessment of his or her disability and transition needs. 
 
Graduation with a regular high school diploma is a change of placement and ends the student’s eligibility 
for special education. The school district must inform you if and when the district expects your student to 
graduate with a regular high school diploma. This discussion should take place during the Team meeting 
no less than 1 year in advance of the student’s graduation.  

9.   HOW MAY A SCHOOL DISCIPLINE A STUDENT WITH A DISABILITY?                                                             34 CFR §300.530  
 
Public schools must have procedures and standards in place to assure a safe learning environment for 
students. Schools are expected, and high schools are required, to publish their rules of conduct so that 
students know how they are expected to behave. If a student misbehaves and violates the school code of 
conduct, the school may discipline the student. Discipline must be fair and even-handed.    
  
In general, any student may be suspended or removed from school for disciplinary reasons for a short time, 
which is no more than 10 days. Before any removal or suspension the student must be told what he or she 
is accused of having done and must be given a chance to tell his or her side of the story. During a short 
disciplinary removal, the school is not required to provide instruction to a disabled student unless it is does 
so for non-disabled students. Once a student with a disability has been removed from the school placement 
for more than 10 cumulative days during the school year the student must receive educational services that 
will allow the student to continue to participate in the general education curriculum and to progress toward 
the goals set out in his or her IEP. School officials must consult with at least one of the student’s teachers 
to determine what services are necessary. These services must begin on the 11th school day of a student’s 
disciplinary removal during the school year and continue during the disciplinary removal. 
 
Schools must follow special disciplinary rules for students with disabilities who have been found eligible for 
special education.19 A chart depicting the operation of these disciplinary rules can be found on the DESE 
Web site.20 These special disciplinary rules apply as soon as a student is removed from his or her current 
education placement21 for more than 10 days in a row, or if a student is removed for disciplinary reasons 
for more than a total of 10 days in any school year and there is a pattern of removal for comparable 
behaviors. The school must notify you as soon as the decision is made to remove your student from his or 
her education placement for more than 10 days and provide you with a copy of this Notice. 

 
17  The student should be invited to attend the Team meeting to discuss postsecondary goals and transition. 
18    http://www.doe.mass.edu/sped/28MR/28m9.docx 
19 The special education disciplinary rules also apply to some students who have not yet been found eligible for 
special education. If, prior to the conduct in question, the parent has put his or her concern that the student’s has a 
possible disability in writing to supervisory or administrative personnel or the student’s teacher; if the teacher or other 
staff has expressed concerns about the student’s pattern of behavior directly to the director of special education or 
other supervisory personnel, or if the student has been referred for an evaluation that has not yet been completed 
these special rules apply. The special education disciplinary rules do not apply if the parent has refused to consent to 
the evaluation, if the student has previously been found to be not eligible for special education, or if the parent has 
revoked consent to special education and related services.   
20 https://www.doe.mass.edu/sped/advisories/discipline/disc-chart.docx  
21 Placement is determined by the IEP Team and is the location where IEP services are provided. 

http://www.doe.mass.edu/sped/28MR/28m9.docx
http://www.doe.mass.edu/sped/28MR/28m9.docx
https://www.doe.mass.edu/sped/advisories/discipline/disc-chart.docx
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The student’s IEP Team must meet within 10 days of the school’s decision to impose the discipline. At this 
meeting, called a “manifestation determination,” you and other members of the IEP Team will determine if 
the misbehavior was caused by or had a direct relationship to the student’s disability, or was the direct 
result of the school’s failure to provide the services required by the student’s IEP. In making the 
manifestation determination, you and other members of the IEP team must consider relevant information 
from your student’s file, including your student’s IEP, your and the teachers’ observations of your student’s 
behavior, and any relevant information you provide. 
 
If the team determines that the student’s behavior was not caused by or directly related to the student’s 
disability or the failure to properly implement the IEP, then a student with a disability can be disciplined in 
the same manner and for the same length of time as other students are disciplined for the same offense.  
The IEP Team, however, must determine the interim alternative educational setting (IAES)  where the 
student will be placed and the educational services that will be provided. An IAES is a setting other than 
the student’s current placement that enables the student to continue to receive educational services 
according to his or her IEP. School personnel may consider the student’s unique circumstances in 
determining whether a change in placement is appropriate for a student with a disability. 
 
If the Team determines that the student’s behavior was caused by or directly related to the student’s 
disability or the failure to properly implement the IEP, then the student must be returned to the last approved 
IEP placement unless you and the IEP Team decide on a different placement. The student must also be 
provided a functional behavioral assessment. A functional behavioral assessment or FBA is a 
comprehensive assessment of behavior that provides the IEP Team with information about the student’s 
behavior and identifies behavioral intervention services and program modifications that are designed to 
address the behavioral violation so it does not recur. If the student has already had a functional behavioral 
assessment and has a behavioral intervention plan, then the IEP Team should determine if any changes 
should be made to the behavioral intervention plan. If the behavior was caused by the failure to properly 
implement the IEP, the school must take immediate steps to remedy the deficiencies.     
 
Note that if your student possessed or used a weapon or drugs, or caused serious bodily injury to another 
person on school property or at a school event your student may be placed by the principal in an IAES for 
up to 45 school days without regard to whether the behavior is determined to be a manifestation of the 
student’s disability. The IEP Team will determine the IAES and the appropriate educational services that 
will be provided to the student while he or she is in the IAES.  

9.1   APPEAL OF A DISCIPLINARY DECISION 
 
If a parent disagrees with any decision regarding placement of his or her student under the disciplinary 
provisions or disagrees with the manifestation determination, or if the school district believes that 
maintaining the current placement of the student is substantially likely to result in an injury to the student 
or to others, either the parent or the school district may appeal the decision by requesting a hearing 
with the BSEA, as described earlier in this document. 
 
The BSEA will convene a hearing on a disciplinary placement or manifestation determination on an 
expedited schedule.22 During the appeal of a disciplinary placement or manifestation determination, the 
student must remain in the IAES until the hearing officer makes a decision or the disciplinary period is 
completed, unless the parent and the school district agree to a different placement. 

 
22 See BSEA Hearing Rule II.C. Expedited Hearing. https://www.mass.gov/doc/hearing-rules/download p.7. 

https://www.mass.gov/doc/hearing-rules/download
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10.   WHERE CAN THE LAWS AND REGULATIONS AND OTHER USEFUL INFORMATION BE FOUND?  

10.1   LAWS AND REGULATIONS 
 
You can find the full text of the state Special Education law in Massachusetts General Law Chapter 
71B. The state law is popularly known as “Chapter 766.”  The state special education regulations are 
found in the Code of Massachusetts Regulations (CMR) at 603 CMR 28.00. The law and the regulations 
and other helpful resources are on the DESE Web site.23  
 
The federal special education law is the Individuals with Disabilities Education Act, known as “IDEA.”  
The federal statute is located in the United States Code at 20 U.S.C. § 1400. The implementing 
regulations for IDEA may be found in the Code of Federal Regulations (CFR) at Chapter 34, Section 
300. A copy of the federal statute and regulations and explanatory information can be found on the U.S. 
Department of Education Web site at http://idea.ed.gov/.  

10.2   INDIVIDUALIZED EDUCATION PROGRAM PROCESS GUIDE AND FORMS  
 
A general overview of how the special education process works (taken from the IEP guide prepared by 
the USDOE) can be found at http://www.doe.mass.edu/sped/iep. 
 
For the DESE explanation of the how an IEP is developed, consult the IEP Process Guide and the 
standard IEP forms available on the DESE Web site: http://www.doe.mass.edu/sped/iep.  

10.3   TABLE OF ABBREVIATIONS 
 
Many common special educational phrases are abbreviated by acronyms composed of the initial letters 
of the phrase. For your convenience the acronyms and phrases used in this document are listed below: 
 
BSEA: Bureau of Special Education Appeals 
CFR: Code of Federal Regulations 
CMR: Code of Massachusetts Regulations 
DESE: Massachusetts Department of Elementary and Secondary Education 
FAPE: Free Appropriate Public Education 
FBA: Functional Behavioral Assessment 
IAES: Interim Alternative Educational Setting  
IDEA: Individuals with Disabilities Education Act 
IEE:  Independent Educational Evaluation 
IEP: Individualized Education Program 
PRS: Problem Resolution System  

 
 
  

 
 

http://idea.ed.gov/
http://www.doe.mass.edu/sped/iep
http://www.doe.mass.edu/sped/iep
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10.4   TABLE OF WEB SITES 
 
The DESE publishes extensive information for parents and school districts on its internet Websites.  
These Websites include pertinent laws, agency policies and useful documents that explain the special 
education process.  
 
Autism Spectrum Disorder:  
      http://www.doe.mass.edu/sped/advisories/07_1ta.html 
Bureau of Special Education Appeals 

https://www.mass.gov/bsea-decisions-and-rulings 
https://www.mass.gov/doc/hearing-rules/download 
http://www.mass.gov/anf/hearings-and-appeals/bureau-of-special-education-appeals-

bsea/mediation/  
https://www.mass.gov/doc/bsea-mediation-brochure/download 
https://www.mass.gov/info-details/frequently-asked-questions-about-mediation-at-the-bsea  
https://www.mass.gov/info-details/learn-about-mediation-at-the-bsea  

Consent to Access MassHealth (Medicaid): 
 http://www.doe.mass.edu/sped/advisories/13_1.html 
 http://www.doe.mass.edu/sped/28mr/28m13.docm 
Discipline:   

https://www.doe.mass.edu/sped/advisories/discipline/disc-chart.docx 
Individuals with Disabilities Education Act: 

http://idea.ed.gov/. 
The Basic Special Education Process under IDEA:  
       http://www.doe.mass.edu/sped/iep/process.doc 
Individualized Education Program: 

http://www.doe.mass.edu/sped/iep  
Individual Education Program Process Guide:     
       http://www.doe.mass.edu/sped/iep/proguide.pdf 
Independent Educational Evaluation:   
       https://www.doe.mass.edu/sped/advisories/04_1.html  
Observation of Education Programs by Parents and Their Designees for Evaluation Purposes: 

http://www.doe.mass.edu/sped/advisories/09_2.html  
Parent’s Notice of Procedural Safeguards: 

http://www.doe.mass.edu/sped/prb. 
PRS Problem Resolution System compared to BSEA Due Process Complaint: 
 https://www.doe.mass.edu/prs/guide/default.html 
Program Quality Assurance Services Problem Resolution System:  
       http://www.doe.mass.edu/prs/  
Special Education Laws:   
      https://www.doe.mass.edu/lawsregs/statelaws.html 
Special Education Regulations:   
      https://www.doe.mass.edu/lawsregs/stateregs.html 
Special Education Surrogate Parent:  
      http://www.doe.mass.edu/sped/advisories/2013SurrogateParent.html  
Special Education Transition Planning Form:   

http://www.doe.mass.edu/sped/28MR/28m9.docx 
Student Records Regulations:   
      http://www.doe.mass.edu/lawsregs/603cmr23.html  
Student Records Questions and Answers 

http://www.doe.mass.edu/lawsregs/advisory/cmr23qanda.html?section.  
Transition Planning:  

http://www.doe.mass.edu/sped/cspd/mod4.html# 
 

http://www.doe.mass.edu/sped/advisories/07_1ta.html
https://www.mass.gov/bsea-decisions-and-rulings
https://www.mass.gov/doc/hearing-rules/download
http://www.mass.gov/anf/hearings-and-appeals/bureau-of-special-education-appeals-bsea/mediation/
http://www.mass.gov/anf/hearings-and-appeals/bureau-of-special-education-appeals-bsea/mediation/
https://www.mass.gov/doc/bsea-mediation-brochure/download
https://www.mass.gov/info-details/frequently-asked-questions-about-mediation-at-the-bsea
https://www.mass.gov/info-details/learn-about-mediation-at-the-bsea
http://www.doe.mass.edu/sped/advisories/13_1.html
http://www.doe.mass.edu/sped/28mr/28m13.docm
https://www.doe.mass.edu/sped/advisories/discipline/disc-chart.docx
http://idea.ed.gov/
http://www.doe.mass.edu/sped/iep/process.doc
http://www.doe.mass.edu/sped/iep
http://www.doe.mass.edu/sped/iep/proguide.pdf
https://www.doe.mass.edu/sped/advisories/04_1.html
http://www.doe.mass.edu/sped/advisories/09_2.html
http://www.doe.mass.edu/sped/prb
https://www.doe.mass.edu/prs/guide/default.html
http://www.doe.mass.edu/prs/
https://www.doe.mass.edu/lawsregs/statelaws.html
https://www.doe.mass.edu/lawsregs/stateregs.html
http://www.doe.mass.edu/sped/advisories/2013SurrogateParent.html
http://www.doe.mass.edu/sped/28MR/28m9.docx
http://www.doe.mass.edu/lawsregs/603cmr23.html
http://www.doe.mass.edu/lawsregs/advisory/cmr23qanda.html?section
http://www.doe.mass.edu/sped/cspd/mod4.html


SPECIAL EDUCATION PARENT ADVISORY COUNCIL

Ipswich has a small but active Special Education Parent Advisory Council (SEPAC). Membership is
open to all parents of students with disabilities and other interested parties.

SEPAC’s duties include giving suggestions to the District on matters that pertain to the education and
safety of students with disabilities, coordinating with the Director of Pupil Personnel Services to provide
input in the planning, development, and evaluation of the school district’s special education programs.
SEPAC has access to the school committee and other resources. The District collaborates with the
SEPAC to use Blackboard Connect and school newsletters to publicize SEPAC events. In the past, this
has included both presentations from the Federation for Children with Special Needs and offerings from
the evaluators within the District.

The District works collaboratively with SEPAC to offer presentations on the rights of students and their
parents and guardians under the state and federal special education laws. In addition, SEPAC has
established bylaws regarding officers and operational procedures.



Section 2

Referral and Assessment



PRE-REFERRAL AND ASSESSMENT

Communication is one of the Successful Habits of Mind, which the Ipswich Public Schools stress as key
in a twenty-first century evaluation. In special education, COMMUNICATION is critically important.

It is the goal of the Ipswich Public Schools to provide an environment that meets the needs of all
students. This means that as much as possible, the District strives to provide a continuum of
supportive services and programs that address student need within the least restrictive environment.
While some portion of the school population may require services in a separate setting, both the law
and “right thing to do” require that districts look at the needs of students within the context of the total
school environment. School environments should have the following supports for ALL students:

● A District Curriculum Accommodation Plan (DCAP), which is a list of strategies and supports
intended to assist the regular classroom teacher in analyzing and accommodating the diverse
learning needs of all students.

● DCAP accommodations address a continuum of direct and systematic instruction in reading,
mathematics, and writing, as well as services that can address the needs of students whose
behavior may stand in the way of learning.

● The Department of Elementary and Secondary Education (DESE) requires that not only special
educators, but also general educators and paraprofessionals (previously referred to as Teaching
Assistants) receive training in understanding and supporting diverse learning needs, as well as
collaborating with other educators to address learning needs in the general education
classroom.

● An interactive guide to this process is found online at
https://www.doe.mass.edu/rlo/sped/eligibility-guide/index.html.

https://www.doe.mass.edu/rlo/sped/eligibility-guide/index.html


DISTRICT CURRICULUM ACCOMMODATION PLAN

Massachusetts General Laws require the adoption and implementation of a District Curriculum
Accommodation Plan (DCAP), which is intended to guide principals and teachers in ensuring that all
possible efforts are made to meet student needs in general education classrooms and support teachers
in analyzing and accommodating the wide range of student learning styles and needs that exist in each
school. The DCAP describes accommodations and instructional supports and strategies that are
available in general education.

Massachusetts General Laws, Chapter 71, Section 38Q1/2
“A school district shall adopt and implement a curriculum accommodation plan to assist principals in ensuring that
all efforts have been made to meet the students’ needs in regular education. The plan shall be designed to assist

the regular classroom teacher in analyzing and accommodating diverse learning styles of all children in the
regular classroom and in providing appropriate services and support within the regular education programming,
including, but not limited to, direct and systematic instruction in reading and provision of services to address the
needs of children whose behavior my interfere with learning or who do no qualify for special education services
under chapter 71B. The curriculum accommodation plan shall include provisions encouraging teacher mentoring

and collaboration and parental involvement.”

Ipswich Public School District Mission Statement:

Ipswich Public Schools aspires to empower ALL students to be global citizens who are effective
communicators, analytical problem solvers, and savvy consumers of information. We propose to do this
through an emphasis on communication, critical thinking, creativity, self-management, perseverance
and collaboration. Students will be active partners in authentic learning, offering voice and choice in

demonstrating competency.

Ipswich Public Schools student Support Teams

Student support teams are part of a multi-tiered system of supports (MTSS) that ensures services
provided to students in the least restrictive manner. Building-based groups of teachers and counselors
meet regularly to problem-solve learning challenges for individual students. These teams recommend
strategies, monitor interventions, and work collaboratively to identify appropriate building resources for
children with learning, behavioral, attendance, and/or social-emotional challenges. As part of the
collaboration, the Student Support Teams also allow consultative time for teachers to consider and pilot
general education alternatives in addressing learning needs.



Ipswich Public Schools Building-Based Resources

Each building in the District provides a variety of resources to support general education students with
learning challenges. Resources may include, but are not limited to the following:

Personal Consultation Intervention

Assistive Technology Specialist
Building Principal
Board Certified Behavioral Analyst (BCBA)
Digital Learning Specialist
English Language Learner (ELL) Teacher
Nursing Staff
Occupational Therapist
Physical Therapist
PPS Director/Special Education Administrator
Reading Specialist
School Adjustment Counselor
School Counselor
School Psychologist
Special Education Teacher
Speech & Language Pathologist

Co-Taught Classrooms
Reading Support
Math Support
Academic Support
MCAS Preparation
Developmental Guidance
Social Skills Curriculum
Social-Emotional Learning
Counseling - 1:1 or small group
Assistive Technology
Before/After School Support
High School BRYT Program
High School Academic Support Teacher
Mentors assigned to staff for collaboration &
problem-solving student support
Utilization of common planning time for problem-

solving
Access to evidence-based reading fluency support for

grades K through 8
Various online program in mathematics & reading

ACCESS

Access to the core curriculum refers to a student’s ability to make sense of the learning, objectives,
environment, and expectations. As part of the educational program of all students, teachers take into
consideration the classroom structure, learning tools, supports, and method of instructional delivery. A
few examples of support within these areas include: flexible seating; partnering and/or small group
instruction; clarifying instructions; discussing and posting class norms and behavioral expectations; and
the use of checklists, technology tools, and study guides. Students whose primary language is other
than English are supported by the English Language Learner teachers at a level commensurate with
the students’ competency level in English. These students are also eligible for consideration for
additional general and special education support, as determined among collaboration that includes the
classroom teacher, school student support team, and other resources as appropriate.

ENGAGEMENT

Engagement refers to a student’s ability to meaningfully interact with his/her/their learning.
Engagement refers to a student’s need to be an active learner. Engagement can be boosted by both
environmental and design factors. General education engagement techniques that are utilized include



collaborative projects/assignments, frequent check-ins, peer tutoring, multi-modal instructional delivery,
movement breaks, learning choices, and meaningful use of technology tools, to name a few.

ASSESSMENT

Assessment refers to a student’s ability to demonstrate knowledge and understanding of skills and
content. Multiple types of assessment are used in the regular education program. Formal
assessments such as tests, quizzes, and ongoing performance benchmarks (i.e., writing and project
completion) are interwoven into learning. Variety in assessments is just one integrated support found in
classrooms. Additional examples of these types of supports include extended or shortened time,
previewing question types, and providing visual instructions.

SUPPORTING STUDENT LEARNING

The following list is representative of, but not limited to, strategies that classroom teachers have
effectively employed in meeting the individual needs of general education students. Accommodations
may involve classroom instruction, student responses and performance criteria, and altering teaching
environments or materials.

CURRICULUM/INSTRUCTION/ASSESSMENT STRATEGIES

● Provide preferential seating and/or flexible seating arrangements
● Co-teaching
● Break down tasks into manageable steps
● Provide homework assignment books and journals for homework follow-up
● Frequent progress monitoring and feedback to student on progress
● Use checklists, teacher check-ins, calendars, and project organizers to break down long-term

assignments
● Repeat or re-teach concepts with a different approach
● Repeat and clarify directions
● Provide cueing and “wait time” or “think time” to encourage participants
● Arrange partner or small group instruction
● Allow extended time for tests that determine a student’s knowledge or mastery of content
● Provide scheduled or unscheduled breaks
● Allow the use of word processing for assignments and assessments
● Provide multimodal presentation of instruction and materials
● Provide manipulatives
● Provide reference tools, websites, and textbooks for homework support
● Provide study guides
● Instruct students in study skills and note taking, and model these skills during instruction
● Teach students to use graphic organizers
● Utilize alternative assessments: oral, multiple choice, computer-based (except reading tests)
● Utilize technology and computer assisted instruction
● Offer a copy of teacher or peer notes, Powerpoint presentations, and/or note-taking templates



● Develop student contracts or academic improvement plans
● Allow alternatives to assignments requiring copying
● Cue student prior to transitions
● Use rubrics and examples of completed assignments and projects
● Schedule before- and after-school help sessions
● Employ flexible or cluster groupings
● Administer assessments in shorter periods
● Preview language of test questions
● Provide visual directions
● Provide tests orally and/or read test to student

BEHAVIORAL INTERVENTION STRATEGIES
● Post classroom expectations in view of all students
● Teach behavioral expectations across settings and review/re-teach following school breaks
● Arrange seating to prevent behavioral difficulties
● Develop student contracts or individual behavioral improvement plans with motivating incentives
● Utilize charts and graphs to monitor expectations
● Offer mindfulness breaks and calming strategies
● Include movement breaks and energizers during instructional periods
● Provide self-monitoring checklists, coaching, and strategies
● Offer check-ins to reinforce positive expectations and review progress
● Communicate with parents regarding expectations and shared incentives
● Define clear and consistent expectations

ORGANIZATIONAL STRATEGIES

● Provide daily visual schedule and agenda
● Provide all assignments in writing
● Utilize flexible groups
● Implement a progress monitoring system with students
● Use cooperative learning strategies
● Increase parent communication, share common strategies between school and home
● Use graphic organizers with students
● Check for understanding and review
● Have the student repeat directions
● Use study sheets to organize material
● Create timelines for long-term assignments
● Check homework planner for accurate recording of assignments
● Post homework and assignments online
● Access assistive technology supports



MATERIALS

● Adjust arrangement of material on page
● Utilize audiobooks
● Offer textbooks or information resources in digital format
● Use supplementary materials to support key concepts
● Offer large print materials
● Provide marker to guide reading
● Offer large graph paper for math
● As appropriate to the grade, encourage all students to use and assignment notebook
● Offer access to computers, iPads, and other specialized hardware as needed
● Adapt physical appearance of worksheets/packets/assignments

PARENT SUPPORTS

● Parents are encouraged to consult with classroom teachers for learning support to extend
classroom instruction into the home setting.

● As noted in “Personnel Consultations”, parents can also initiate consultation with school staff
members problem-solving and discussion.

● Through grade 8, Lexia is available to students for use at home in practicing reading fluency.
● The District offers presentations to families including anti-bullying strategies, dealing with

children’s anxiety, and developing executive functioning skills within everyday home activities.
● The homework policy at the elementary level has been revised to foster enrichment, application,

and practice & collaboration between home and school.

SOCIAL-EMOTIONAL SUPPORTS

● Access to guidance staff (i.e., school counselor, adjustment counselor, school psychologist) for
1:1 or small group counseling

● Developmentally appropriate classroom lessons
● Safety planning and re-entry meetings
● Family consultation and resource sharing
● College & Career Counseling
● School-to-Work Bridge Program at the high school level



PRE-REFERRAL PROCESS

In order to ensure a Just Right formula (no more services than needed; no fewer services than
needed), best practice guides us to gather data or available information before deciding that the student
requires special education. The chart on the next page, taken from the Is Special Education the Right
Service? guide, provides a visual schema of the careful planning that should precede any special
education referral. Although following this process represents good practice, it should, nonetheless, be
noted that the parent can request that the evaluation go forward while the information-gathering is
taking place.

At the building level, each school in Ipswich has a pre-referral team to examine student needs. The
composition of the team varies somewhat from building to building, but usually includes an
administrator, general educator, and specialists who can examine the presenting need, explore the
supports currently in place, and determine what additional supports should be considered as
interventions prior to suggesting a formal evaluation. The purpose of the pre-referral team is not to
delay any student receiving services, but rather, to ensure that the student is not being limited by
moving too quickly into services that may be too restrictive. Whenever data on a student is being
considered for analysis by a pre-referral team, COMMUNICATION with the parent is the important first
step. It is critical for parents to understand the areas of concern and how the school is proceeding in
examining them. At times, parents may have concerns of their own, and so COMMUNICATION
involves not only transparency regarding building efforts, but also inviting parent partnership with the
school in examining student needs.

There will be times when either the pre-referral suggestions or growth of the student address the issue
and it ceases to be a problem. If the difficulty persists after the strategies have been tried for a
reasonable period of time and there are still concerns, a referral may be made for special education
evaluation.



REFERRAL PROCESS

A student may be referred for a special education evaluation by a parent or professional who is
working with that student. Although not required, reasonable efforts to examine the student’s response
to non-special education interventions should be tried before making a referral to special education.

When a student is referred for a special education evaluation, the District must send parents/guardians
a form requesting their permission to test within five days of receipt of the parent request. The parents
must sign and return the consent forms for testing to commence. The Program Manager at the
student’s school makes an attempt to communicate with the parents so that the tests agreed-upon
address the areas of the presenting problem(s).

The District is required to complete the assessments within thirty (30) working school days of receipt of
signed permission. The Team meeting to review the results of the testing must take place within 45
working school days of receipt of testing. The District makes a copy of the evaluation results available
to the parents/guardians two (2) days prior to the meeting in order to allow time to carefully review the
recommendations.

The District is required to assess the child in all areas related to the suspected disability. The education
assessment is a required assessment. Other evaluative areas can and often include:

● Intellectual assessment
● Achievement testing
● Assessment in related service areas including Occupational Therapy, Physical Therapy, and

Speech and Language

Even where an evaluation may have been completed by an outside agency, the District will conduct its
own testing since clinical and educational evaluations may differ in both scope and focus.



ASSESSMENT

When the parents and the school district suspect that the student may have a disability, the parents are
asked to consent to a special education evaluation, which will determine if the student is eligible for
services. It is Ipswich practice that parents are given an opportunity to consult with the District
regarding the types of assessments and assessors used for an evaluation. This does not mean that
the parents will choose WHICH tests are completed or WHO will conduct the evaluation. Rather, the
District seeks to have a clear understanding of the presenting problem in order to investigate the needs
in an organized and thorough manner. Parents have unique information about the needs of their
children, and may be able to provide information relevant to particular issues or concerns that they see.
This is another important element of the COMMUNICATION process in the Ipswich schools.

Key in determining which assessments will be administered is the understanding that special education
is reserved for students who have disabilities that cause difficulty in learning; therefore, Ipswich
conducts assessments in the area of suspected disability. The table included in the Team Meeting
section is taken from Is Special Education the Right Service? and gives definitions of the disability
categories that qualify the student to receive special education services. Parents will recognize this list
later because it will be present at the Team meeting and serve as a guide for the Team. Once again,
COMMUNICATION is key because the school Team will want to ensure sufficient testing to examine the
need, but not over-test. The actual determination of WHICH evaluative instruments are used is made
through the COMMUNICATION including the parent, Program Manager (who will steer the evaluation
process and hold the eligibility meeting) and the School Psychologist and other related service
providers who will complete the evaluations. The term “related service providers” refers to the speech
& language pathologist/therapist, occupational therapist, physical therapist, or other professionals who
would conduct the evaluation in the areas of suspected disability.

An important qualifier in determining the items for the Test Consent form is that DESE makes it very
clear that a disability in special education is connected to its educational impact. It is not the disability
label alone that prompts a determination of eligibility for special education. A student may have a
disability, but may not require services because he/she is making effective progress in the classroom.
Evaluation instruments will be chosen to examine any impact of the disability on the student’s access to
learning.

Required Assessments

Assessment in the Area of Suspected Disability: This testing may involve testing by a speech &
language therapist, physical therapist, special education reading specialist, occupational therapist,
school psychologist, or other evaluator depending on the pressing concern. The COMMUNICATION
between the Program Manager, parent, and classroom teacher can help to determine the testing area.
It should be noted that the testing does not need to be exhaustive. At the Eligibility Meeting, the Team
has a mechanism called an “Extended Evaluation” if a determination is made that the student is eligible
for services, but may require additional testing to fine-tune the delivery of those services.

Educational Assessment: This law requires that the Team look at the student’s ability to make progress
in the context of the general education classroom. As a result, the evaluation includes a



comprehensive look at the student’s participation in life at the school. Comprehensive educational
assessment includes:

● A history of the student’s educational progress in the general curriculum
● Information regarding the student’s specific abilities in regard to learning standards of the

Massachusetts Curriculum Frameworks and the District curriculum
● Student’s attention skills, participation behaviors, communication skills, memory, and social

relations with groups, peers, and adults
● The student’s educational and developmental potential

Narrative Description of Student’s Educational & Developmental Potential: This assessment is
completed by the general education classroom teacher. It includes the following:

● A description of factors that help or hinder the student in making effective progress. The
description looks for patterns that provide information relevant to the student’s potential.

● An assertion as to whether this review suggests that the student has consistently performed
with the range of typical students, has consistently performed better/less well than typical peers,
or has demonstrated inconsistent performance.

Optional Assessments: Health, Psychological, or Home: There are several guiding principles that
Ipswich Public Schools follow:

● Assessment should be comprehensive and sufficient to determine the presence/absence of a
disability.

● It should evaluate the factors related to the student’s performance. It should allow the Team to
plan appropriate services to address these needs. No single assessment is to be used to make
the determination.

● Assessments should be appropriate to the needs of the student being assessed.
● Assessments may include both formal (normative) data as well as informal (observational or

non-normative data).

Best practice strongly discourages parents requesting a “menu” of tests to be administered. In a
manner similar to a physician choosing laboratory tests for a patient, deference should be given to the
participating professional in determining appropriate and specific testing in his/her specialty.
Nonetheless, it is acknowledged that there may, at times, be compelling reasons for a particular
request, and this should be carefully discussed with the Program manager and evaluator(s). The
Ipswich Team may recommend Health, Psychological, and/or Home Assessments. Parents have the
option of agreeing to or rejecting these assessments. Parents also have the right to request
assessments not proposed by the District. The District does not have the right to refuse to conduct
another type of assessment requested by the parent if it is unrelated to the suspected disability of the
student. If Ipswich does refuse to conduct such an assessment, it must provide the parent with full
written notice regarding why such an assessment is unrelated to the suspected disability of the student.

A sample Evaluation Consent Form follows on the next page.



District Name:  
District Contact (Name, Phone, Email):  

Evaluation Consent Form  
Attachment to Notice of Proposed School District Action 

 

Assessment Information 
Type of Assessments: The school district uses a variety of assessment tools to gather information about 
the educational needs of your student. This table includes the different types of assessments and whether 
your school district recommends them for your student.  

RECOMMENDED 

Yes No 

Assessment in All Areas Related to the Suspected Disability or Disabilities* – describes the student’s 
performance in any area related to the child’s suspected disability or disabilities.  
List recommended assessment(s):  
      

  

Educational Assessment* – includes the history of the student’s educational progress in the general 
curriculum and includes current information on the student’s academic performance.  

  

Observation of the Student – includes an observation of the student’s interactions in the classroom 
environment, in the student’s natural environment, or in an early intervention program.  

  

Health Assessment – details any medical problems or constraints that may affect the student’s education.    
Psychological Assessment – helps to identify a student’s strengths and weaknesses as it relates to 
academics and social-emotional learning, as well as their individual learning style.  

  

Home Assessment – details any family history and home situations that may affect the student’s education 
and, with written consent, may include a home visit.  

  

*This assessment is required for initial evaluations and re-evaluations.  

RESPONSE SECTION 
Please indicate if you accept or reject the proposed assessments above by checking at least one box below. This section also 
gives you the opportunity to request additional assessments. Please return a signed copy to the district.  
☐ I accept the proposed evaluation in full. 
☐ I reject the proposed evaluation in full.  
☐ I accept the proposed evaluation in part and request that only the listed assessments be completed:       
I additionally request the following assessment(s):  

• Assessment(s) listed above:       
• Other assessment(s): specify       

☐ I request to access all summaries of assessment reports at least two days in advance of the Team discussion [603 CMR 
28.04(2)(c)] 

 

X  
Signature of Parent(s), Guardian, Educational Surrogate Parent, or Student 18 and Over* 
*student signature is required once a student reaches 18 unless there is a court-appointed guardian 

Date 

 

Parent Input 
We strongly encourage you to share your knowledge of your child with us. If you choose, please provide a written 
statement (use back of form) or call the indicated contact person.  Thank you. 

 

 



Section 3

Team Meeting



District Name:  
District Contact (Name, Phone, Email):  
 

Special Education Eligibility/Initial and Reevaluation Determination 
Date:       

Student Information 

Student Name:       Student Date of Birth:       

Student ID#:       Grade Level:       
 

 

1. Does the student have one or more than one disability? 
If yes, indicate disability type(s).  

☐ Autism 

☐ Developmental delay  

☐ Health 

☐ Intellectual  

☐ Sensory: Hearing, 

Vision, Deaf-Blind  

☐ Neurological  

☐ Emotional  

☐ Communication  

☐ Physical  

☐ Specific Learning  

 

NO 
THE STUDENT IS NOT ELIGIBLE FOR 
SPECIAL EDUCATION SERVICES but may 
be eligible for other services in other 
programs. 

If the student has multiple disability types, 
please check the box to indicate the primary 
disability. (The primary disability is used for 
required federal data reporting purposes.) 
 

☐ Autism  
☐ Developmental delay 
☐ Intellectual  
☐ Sensory: Hearing, Vision, Deaf-Blind  
☐ Neurological 
☐ Emotional  
☐ Communication  
☐ Physical  
☐ Specific Learning 
☐ Health  

YES 

2. (a) Is the student making effective progress in the general 
education program? In the case of a three-year reevaluation, 
would the student continue to make effective progress in the 
general education program without special education services? 

NEXT 

2. (b) Is the lack of effective progress 
a result of the student’s disability? 

2. (c) Does the student require special 
education and/or related services to 
make effective progress or to access the 
general education curriculum? 

 

STUDENT IS NOT ELIGIBLE FOR 
SPECIAL EDUCATION SERVICES 
but may be eligible for 
accommodation(s) for 
disability(ies) under Section 
504 of the Rehabilitation Act. 
Student may be eligible for 
other services in other 
programs. 

THE STUDENT IS ELIGIBLE FOR 
SPECIAL EDUCATION SERVICES 

B. Answer this question for ALL students 

Is the parent satisfied with the school evaluation? 

☐ Yes 

☐ No  Discuss Extended Evaluation and rights to an 
Independent Education Evaluation. 

A. Proceed through the flowchart until an eligibility determination is reached.  

C. Key Evaluation Findings and/or next steps 

 

 

NO 

YES NO 

NO YES 



DISABILITY DEFINITIONS
Autism:
A developmental disability significantly affecting verbal
and nonverbal communication and social interaction.
The term shall have the meaning given it in federal
law at 34 CFR 300.7.

Key words from the state and federal definitions:
● A developmental disability significantly

affecting verbal and nonverbal communication
and social interaction

● generally evident before age 3 . . .
● adversely affects. . . educational performance
● engagement in repetitive activities and

stereotyped movements
● resistance to environmental change or change

in daily routines, and
● unusual responses to sensory experiences

Developmental Delay:
The learning capacity of a young child (3-9 years old)
is significantly limited, impaired, or delayed and is
exhibited by difficulties in one or more of the following
areas: receptive and/or expressive language;
cognitive abilities; physical functioning; social,
emotional, or adaptive functioning; and/or self-help
skills.

Key words:
● 3-9 years old
● Learning capacity significantly limited,

impaired, or delayed
● Difficulties in one or more areas

Intellectual Impairment: The permanent capacity for
performing cognitive tasks, functions, or problem
solving is significantly limited or impaired and is
exhibited by more than one of the following: a slower
rate of learning; disorganized patterns of learning;
difficulty with adaptive behavior; and/or difficulty
understanding abstract concepts. Such term shall
include students with mental retardation.

Key words:
● permanent capacity for performing cognitive

tasks
● is significantly limited or impaired
● shall include students with mental retardation

Sensory Impairment: Hearing - The capacity to hear,
with amplification, is limited, impaired, or absent and
results in one or more of the following: reduced
performance in hearing acuity tasks; difficulty with oral
communication; and/or difficulty in understanding
auditorally-presented information in the education
environment. The term includes students who are deaf
and students who are hard-of -hearing.

Key words:
● capacity to hear with amplification
● limited, impaired, or absent
● reduced performance in hearing acuity
● difficulty with oral communication
● difficulty understanding auditorally-presented

information

Sensory Impairment: Vision - The capacity to see,
after correction, is limited, impaired, or absent and
results in one or more of the following: reduced
performance in visual acuity tasks; difficulty with
written communication; and/or difficulty with
understanding information presented visually in the
education environment. The term includes students who
are blind and students with limited vision.

Key words:
● capacity to see, after correction
● limited, impaired, or absent
● reduced performance in visual acuity
● difficulty with written communication
● difficulty with understanding information

presented visually

Sensory Impairment: Deaf-Blind - Concomitant
hearing and visual impairments, the combination of
which causes severe communication and other
developmental and educational needs.

Key words:
● concomitant hearing and visual impairments
● severe communication and other

developmental and education needs



Neurological Impairment: The capacity of the nervous
system is limited or impaired with difficulties exhibited
in one or more of the following areas: the use of
memory, the control and use of cognitive functioning,
sensory and motor skills, speech, language,
organizational skills, information processing, affect,
social skills, or basic life functions. The term includes
students who have received a traumatic brain injury.

Key words
● capacity of the nervous system is limited or

impaired
● includes traumatic brain injury

Note: The MA definition of neurological impairment is
more inclusive than the federal definition, which is
limited to students with traumatic brain injury.

Emotional Impairment: As defined under federal law at
34 CFR §300.7, the student exhibits one or more of
the following characteristics over a long period of time
and to a marked degree that adversely affects
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; or a tendency to develop
physical symptoms or fears associated with personal
or school problems. The determination of disability
shall not be made solely because the student's
behavior violates the school's discipline code,
because the student is involved with a state court or
social service agency, or because the student is
socially maladjusted, unless the Team determines that
the student has a serious emotional disturbance.

Note: The federal definition uses the terminology
“serious emotional disturbance”. State statutory
requirements require that the term “emotional
impairment” be considered synonymous with the term
“serious emotional disturbance”.

Key words in both state & federal definitions
● long period of time and to a marked degree
● adversely affects educational performance
● inappropriate types of behavior or feelings

under normal circumstances
● not solely behavior
● not solely court or social service involvement
● not solely social maladjustment

This regulatory definition is by no means exhaustive in
its listing of possible characteristics of an emotional
impairment. Readers are reminded that many other
sources of evidence of emotional impairment may
affect educational progress.

Communication Impairment The capacity to use
expressive and/or receptive language is significantly
limited, impaired, or delayed and is exhibited by
difficulties in one or more of the following areas:
speech, such as articulation and/or voice; conveying,
understanding, or using spoken, written, or symbolic
language. The term may include a student with
impaired articulation, stuttering, language impairment,
or voice impairment if such impairment adversely
affects the student's educational performance.

Key words:
● use of expressive and/or receptive language

is significantly limited, impaired, or delayed
● adversely affects educational performance

The regulatory definition is not exhaustive in its listing
of communication areas that may be affected.

Physical Impairment: The physical capacity to move,
coordinate actions, or perform physical activities is
significantly limited, impaired, or delayed and is
exhibited by difficulties in one or more of the following
areas: physical and motor tasks; independent
movement; performing basic life functions. The term
shall include severe orthopedic impairments or
impairments caused by congenital anomaly, cerebral
palsy, amputations, and fractures if such impairment
adversely affects a student's educational performance.

Key words:
● physical capacity to move, coordinate actions,

or perform physical activities.
● Significantly limited, impaired, or delayed
● adversely affects educational performance

The regulatory definition is by no means exhaustive in
its listing of physical impairments. Readers are
reminded that many other physical impairments may
affect educational progress.



Health Impairment: A chronic or acute health problem
such that the physiological capacity to function is
significantly limited or impaired and results in one or
more of the following: limited strength, vitality or
alertness including a heightened alertness to
environmental stimuli resulting in limited alertness with
respect to the educational environment. The term shall
include health impairments due to asthma, attention
deficit disorder or attention deficit with hyperactivity
disorder, diabetes, epilepsy, a heart condition,
hemophilia, lead poisoning, leukemia, nephritis,
rheumatic fever, and sickle cell anemia, if such health
impairment adversely affects a student's educational
performance.

Key words:
● chronic or acute
● capacity to function is significantly limited
● resulting in limited alertness with respect to

the educational environment

The regulatory definition is by no means exhaustive in
its listing of health impairments. Readers are
reminded that many other health impairments may
affect educational progress.

Specific Learning Disability: The term 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
an imperfect ability to listen, think, speak, read, write,
spell, or to do mathematical calculations, including
conditions such as perceptual disabilities, brain injury,
minimal brain dysfunction, dyslexia, and
developmental aphasia. Use of the term shall meet all
federal requirements given in federal law at 34 C.F.R.
§§300.7 (c)(10) and 300.541.

Comments: Use of the term “an imperfect ability”
must be considered in the context of other federal
language, which provides guidance that such term
may be considered to mean “seriously compromised”.

● 34 CFR 300.541 includes an assessment of
whether the student was provided with
learning opportunities appropriate to the age
of the student and directs the Team to look for
a severe discrepancy between achievement
and intellectual ability. (See also Table SA)



MAKING AN ELIGIBILITY DETERMINATION

The Eligibility Flowchart reviews the full process of making a determination of eligibility or ineligibility.
The Ipswich Public Schools special education teams use both this flowchart and the Disability
Definitions (both found on preceding pages) at Eligibility Determination meetings to guide all
participants in decision-making.

As previously indicated, the Team makes assessment information available to parents two days in
advance of the meeting. This allows time for the family to review the evaluations and note any
questions they would like clarified. The descriptions below are modified from an excellent Department
of Elementary and Secondary Education (DESE) resource, “Is Special Education the Right Service?”

On the flowchart, Question #1 asks, “Does the student have one or more of the following types of
disability?” The assessment information gathered through the required assessment in the area of
suspected disability will help the Team to answer this. The Team must indicate the type of disability.

The Team must identify the disability category that best represents the student’s difficulties. The Team
may identify one disability as being primary and other disabilities as being secondary or tertiary.

A disabling condition is characterized by significant delays, impairment, or limitations in the student’s
capacities. In making a disability determination, the Team considers all of the following indices of
limited, impaired, or delayed capacity:

● A pattern of difficulty that persists beyond age expectations;
● A pattern of difficulty across settings;
● A pattern of difficulty that is not solely the result of cultural, language, or socio-economic

differences;
● A pattern of difficulty that persists despite instructional support activities.

Although identifying a disability category is a similar process to that of making a diagnosis, state and
federal guidelines caution that the Team is not diagnosing, but simply determining that the student be
considered eligible because the assessed characteristics of the student are consistent with the
regulatory definition of the disability. This may sometimes differ significantly from a clinical definition.
For example, even though medical personnel may use the term “dyslexia”, there is no such disability
category under the regulations. The Team may determine that, based on a medical diagnosis in
combination with the Team’s own evaluations and observations, the student meets the criteria for
“Specific Learning Disability”. The team is cautioned to focus on the educational impact of this clinical
diagnosis. Diagnoses from the DSM-V or medical environment may have contributory relevance to a
Team’s designation of a disability, but they cannot be the sole determinant of eligibility.



Guidance from MA DESE is very clear that, although a Team may use a diagnosis made available to
them, it is not the responsibility of the Team to confirm or deny a diagnosis made by an assessor.
Additionally, parents and school Team members are cautioned that although medical personnel may
make contributions to the Team by providing reports or recommendations, the following holds true:

Special education law explicitly requires that a Team of people, including educators and
the parent(s) make a determination of eligibility. Although medical personnel may be
members of a Team, they cannot be the only voice of the Team since a determination of
eligibility for special education is an educational decision and not a medical one. (Is Special
Education the Right Service? 19)

The Team makes the disability identification within the context of the educational impact of the disability.
The Team examines whether the student is unable to progress effectively in general education, and if
the disability alone or in conjunction with other factors explains why the student is unable to make
effective progress.

In Three Year Re-Evaluations, the Team must make a continued eligibility determination, deciding
whether the student continues to have a disability that has educational impact. In cases where the
student was initially found eligible under the disability category, “Developmental Delay” and is currently
or within a year of becoming 9 years old, the Team must determine if the student has a disability in this
category.

Question #2 on the flowchart asks, “Is the student making effective progress in school?” According
to the regulations, progressing effectively entails making documented growth in the acquisition of
knowledge and skills including social/emotional development within the general education programs,
with or without accommodations, according to chronological age and developmental expectations, the
individual educational potential of the child, and the learning standard set forth in the MA Curriculum
Frameworks and the curriculum of the District.

DESE guidance concerning this standard emphasizes that the definition combines both individual
factors (educational potential of the student) and more standardized factors (chronological age,
developmental expectations, Curriculum Frameworks learning standards). The law requires that the
Team use both academic and non-academic information about the student to determine if the student’s
participation in the school life is evidence of effective progress.

The next few pages represent DESE guidance regarding specific disabilities for Teams to consider in
eligibility determination.



INDIVIDUALIZED EDUCATION PROGRAM

Once a Team has determined that the student has a disability and is unable to make effective progress
in the classroom without specialized instruction, the Team works to develop the Individual Educational
Program (IEP). The Program Manager running the meeting will institute a variety of strategies for
ensuring the input of all participants. Three main tasks that the IEP must accomplish include
determining the following:

● What will be done to help the student make effective progress in the curriculum and other
school-related areas? This will involve setting measurable goals and determining services
necessary to attain those goals.

● How will the student participate in local and state assessment? This may involve
accommodations and modifications.

● What measurable goals and benchmarks (based on the evaluative data) is the student expected
to achieve by the end of the IEP period? How will we know when the student has achieved
them?

The Team will agree as a group on the broad goal areas and the evaluators will make
recommendations for service delivery based on the intensity of need. It is highly unlikely and not
feasible that the IEP will be written as a group effort. Rather, the Program Manager as the meeting
facilitator, will take care to ensure that there is time for parents and/or the student (if he/she is 14 years
of age or older) to indicate their “Parent and Student Concerns” and for the Team as a group to
articulate their Vision Statement (what outcomes the group envisions for the student that are
reasonably accomplished within the next one to five years).



SPECIAL EDUCATION TEAM

The term “Special Education Team” or “Team” has been referenced many times. It is important to note
that the Team represents a collaboration of home and school. The Special Education Team is
comprised of individuals who work with and know the student, and who develop, revise, and review the
IEP. Every student evaluated for special education services has a Team who must determine whether
the student is eligible for services and, when eligible, what services should be provided.

By law, the Team is comprised of the following:

● The student if he/she is age 14 or older
● The parent(s), guardian(s), or educational surrogates
● At least one general education teacher
● A special education teacher
● Related service providers as appropriate to the areas of suspected disability
● A school professional with the authority to commit District resources, who will facilitate the

meeting. This is usually the special education Program Manager in the school.
● A representative of any agencies responsible for transition services
● Others who the parents or District wish to invite

The members of the Team invited to the meeting are listed on the Meeting Invitation. If, on the day of
the meeting, a Team member is unavailable, the Program Manager will seek written permission in the
form of a Meeting Excusal, indicating willingness to carry on the meeting without the member being
present. Similarly, if the parents indicate that they do not wish the student to attend the meeting, they
will be asked to similarly sign the Meeting Excusal.



LEAST RESTRICTIVE ENVIRONMENT

The Least Restrictive Environment (LRE) is a fundamental principle of special education law. All
students have the right to access the high expectations of the general education environment to the
degree that their disabilities permit. The LRE is the environment where a student with disabilities can
receive the Free and Appropriate Education (FAPE) designed to meet his or her unique individual
needs while still being educated with non-disabled peers.

● LRE is designed to ensure that students with disabilities are educated with non-disabled peers
to the extent appropriate given the students’ disabilities. Students have the right to be educated
in the Least Restrictive Environment.

● LRE means that, to the maximum extent appropriate, students with disabilities have the right to
be educated in the general education environment and in the classroom they would have
attended if they did not have disabilities.

● LRE means the student cannot be removed from the general education classroom solely
because of the needed curriculum modifications.

● LRE means that removal from the general education program occurs only if the nature or
severity of the disability is such that education in general education classes with special
education services cannot be satisfactorily achieved.







Massachusetts DESE Individualized Education Program 1 
1 

 

Massachusetts DESE Individualized Education Program (IEP) 
Student Name: _____________________________________ Student ID: ______________________ 
IEP Dates: From_____________________________________ To_____________________________ 

STUDENT AND PARENT CONCERNS 
(For the purposes of special educational decision-making, “parent” shall mean father, mother, legal guardian, person acting as a parent of the child, foster parent, or educational surrogate parent 
appointed in accordance with federal law.) 

What concern(s) do you want this IEP to address? 
 

STUDENT AND TEAM VISION 

Student’s Vision (ages 3–13) 

This year, I want to learn:  

By the time I finish (circle one: elementary or middle school), 
I want to: 

 

Student’s Vision/Postsecondary Goals (required for ages 14–22, may be completed earlier if appropriate) 

While I am in high school, I want to:   

After I finish high school, my education or training plans are:   

After I finish high school, my employment plans are:   

After I finish high school, my independent living plans are:   

Additional Team Vision Ideas 

In response to the student’s vision, this year:  

In response to the student’s vision, in 5 years:  
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STUDENT PROFILE     

The student is identified as having the following disability or disabilities. Include all that apply.  

☐ Autism 

☐ Communication Impairment 

☐ Developmental Delay (ages 3–9)  

☐ Emotional Impairment 

☐ Health Impairment 

☐ Intellectual Impairment 

☐ Neurological Impairment 

☐ Physical Impairment 

☐ Sensory Impairment  

☐ Hearing  

☐ Vision  

☐ Deaf-Blind 

☐ Specific Learning Disability 

English Learner  

Has the student been identified as an English learner?  

☐ Yes ☐ No 

If yes, describe the student’s English Learner Education program, English as a Second Language services, and progress toward English language proficiency 

benchmarks: 

 

Identify any language needs and consider how they relate to the student’s IEP:  

 

Assistive Technology  

Does the student require assistive technology devices or services?  

☐ Yes ☐ No 

If yes, this need will be addressed in the following section(s) of the IEP: 

 Accommodations/Modifications 

 Goals/Objectives 

 Services Delivery Grid 

 Additional Information 
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PRESENT LEVELS OF ACADEMIC ACHIEVEMENT AND FUNCTIONAL PERFORMANCE: ACADEMICS  
Describe the student’s present levels of academic achievement and functional performance in the relevant areas listed below.  

Consider the areas of learning listed below and complete only the sections that apply to the student. Include relevant information and data from sources such as 
initial or most recent evaluations; documentation from classroom performance; parent(s), student, and teacher observations; and curriculum-based and 
standardized assessments, including MCAS.  

Briefly describe current academic performance.  
Check all that apply: 

 English Language Arts 

 History and Social Sciences 

 Math 

 Science, Technology, and Engineering 

Strengths, interest areas, and preferences Impact of student’s disability on involvement and 
progress in the general education curriculum or 

appropriate preschool activities 

   

Autism-Specific Question: Does the student have needs resulting from the disability that impact progress in the general curriculum, including social and 
emotional development (e.g., organizational support, generalizing skills, practicing skills in multiple environments)? 

☐ Yes ☐ No 

If yes, this need will be addressed in the following section(s) of the IEP: 

 Accommodations/Modifications 

 Goals/Objectives 

 Services Delivery Grid 

 Additional Information 
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PRESENT LEVELS OF ACADEMIC ACHIEVEMENT AND FUNCTIONAL PERFORMANCE: BEHAVIORAL/SOCIAL/EMOTIONAL 

Briefly describe current behavioral/social/emotional performance. 
Consider the use of positive behavioral interventions and supports, 

and other strategies, to address behavior that impedes learning. 

Strengths, interest areas, and 

preferences 

Impact of student’s disability on involvement 

and progress in the general education 

curriculum or appropriate preschool activities 

   

 

Bullying 
Describe any disability-related skills and proficiencies the student needs in order to avoid and respond to 

bullying, harassment, or teasing. This section must be completed for students who have a disability that affects 
social skills development; students vulnerable to bullying, harassment, or teasing; and students with autism. 

Specify how these needs, if any, will be 
addressed in the IEP. 

  

 
Autism-Specific Question: Does the student require any positive behavioral interventions, strategies, and supports to address their behavioral difficulties 
resulting from autism spectrum disorder? 

☐ Yes ☐ No 
Autism-Specific Question: Does the student need to develop social interaction skills and proficiencies? 

☐ Yes ☐ No 
Autism-Specific Question: Does the student have needs related to changes in environment or to daily routines? 

☐ Yes ☐ No 
Autism-Specific Question: Does the student have needs related to repetitive activities and movements? 

☐ Yes ☐ No 
Autism-Specific Question: Does the student have needs resulting from their unusual responses to sensory experiences? 

☐ Yes ☐ No 

If yes to any of the above, these needs will be addressed in the following section(s) of the IEP: 

 Accommodations/Modifications 

 Goals/Objectives 

 Services Delivery Grid 

 Additional Information 
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PRESENT LEVELS OF ACADEMIC ACHIEVEMENT AND FUNCTIONAL PERFORMANCE: COMMUNICATION 

 

Does the student require the use of augmentative and alternative communication (AAC)? Consider any AAC needs for non-speaking students or those with 

limited speech. 

☐ Yes ☐ No 

If yes, describe how the Team will address the student’s needs (including acquiring, designing, customizing, maintaining, repairing, and/or replacing AAC 

device/system).  

☐ The student needs an AAC device/system at school. 

☐ The student needs an AAC device/system at home or in other non-school settings to receive a free appropriate public education.  

☐ The student needs training and/or technical assistance to use the AAC device/system. 

☐ The student’s family needs training and/or technical assistance concerning the AAC device/system. 

☐ Educators, other professionals, employers, or others who work with the student need training and/or technical assistance concerning the AAC 
device/system. 

These needs will be addressed in the following section(s) of the IEP: 

 Accommodations/Modifications 

 Goals/Objectives 

 Services Delivery Grid 

 Additional Information 

Autism-Specific Question: Does the student have needs in the areas of verbal and nonverbal communication, including but not limited to those identified in 

assistive technology/AAC evaluation(s)? 

☐ Yes ☐ No 

If yes, these needs will be addressed in the following section(s) of the IEP: 

 Accommodations/Modifications 

 Goals/Objectives 

 Services Delivery Grid 

 Additional Information 

  

Briefly describe current communication 

performance. 

Strengths, interest areas, and preferences Impact of student’s disability on involvement and 

progress in the general education curriculum or 

appropriate preschool activities 
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PRESENT LEVELS OF ACADEMIC ACHIEVEMENT AND FUNCTIONAL PERFORMANCE: ADDITIONAL AREAS 
Additional Areas, as Applicable 

(such as activities of daily living, health, hearing, 

motor, sensory, and vision)  

Briefly describe current performance and any 

applicable documentation.  

Please note that parent(s) are only asked to share 

health information voluntarily.  

Strengths, interest areas, and preferences Impact of student’s disability on involvement and 

progress in the general education curriculum or 

appropriate preschool activities 

   

Deaf or Hard of Hearing  

☐ The student is deaf or hard of hearing, and their language and communication needs will be addressed in the following section(s) of the IEP: 

 Accommodations/Modifications 

 Goals/Objectives 

 Services Delivery Grid 

 Additional Information 
 

Blind or Visually Impaired (including Cortical Visual Impairment) 

☐ Braille is needed and will be addressed in the following section(s) of the IEP:  

 Accommodations/Modifications 

 Goals/Objectives 

 Services Delivery Grid 

 Additional Information 
 

☐ Screen readers or other assistive technology are needed and will be addressed in the following section(s) of the IEP: 

 Accommodations/Modifications 

 Goals/Objectives 

 Services Delivery Grid 

 Additional Information 
 

☐  Orientation and mobility services are needed and will be addressed in the following section(s) of the IEP: 

 Accommodations/Modifications 

 Goals/Objectives 

 Services Delivery Grid 

 Additional Information 
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POSTSECONDARY TRANSITION PLANNING* 

Complete for eligible students aged 14–22 and update annually. Complete also for students who are 13 and will turn 14 during this IEP period. The dotted lines 
indicate the pages of this IEP that are dedicated to secondary transition planning. 

Postsecondary Transition 
Briefly describe current performance. 

Strengths, interest areas, and preferences Impact of student’s disability on involvement in 
the general education curriculum and/or 
specific area of postsecondary transition 

Education/training 
 

  

Employment 
 

  

Community experiences/postschool independent 
living, if applicable  
 

  

The identified areas of postsecondary transition will be addressed in the following section(s) of the IEP: 

 Accommodations/Modifications 

 Goals/Objectives 

 Services Delivery Grid 

 Additional Information 

 

 

Projected date of graduation/program completion:    

Projected type of completion document (diploma, certificate of 
attainment, or other locally defined completion document):  

  

 
Planned Course of Study  
What requirements does the student need to meet to receive the type of completion document above? What is the student’s planned course of study? 

 

What is the student’s current status regarding meeting those requirements? 

 

 * The dotted line indicates that this page of this IEP is dedicated to secondary transition planning. 
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COMMUNITY AND INTERAGENCY CONNECTIONS 

TRANSFER OF RIGHTS TO STUDENT  
The student and parent(s) must be notified at least 1 year before the student’s 18th birthday that decision-making rights will transfer from parent(s) to the 
student when the student turns 18. Is the student 17 or will they turn 17 during the timeframe of this IEP? 

☐ Yes ☐ No 

On what date was the student provided with the notice of transfer of rights and a copy of procedural safeguards concerning special education rights?  

 

On what date was the parent(s) provided with notice of transfer of rights and a copy of procedural safeguards concerning special education rights?  

 

* The dotted line indicates that this page of this IEP is dedicated to secondary transition planning. 

 

  

Agency Description of Support Provided Role and contact information of school staff who will 
be the liaison to the agency 
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DECISION-MAKING OPTIONS FOR STUDENT* 
Complete for student who has turned 18. Please indicate the decision-making option that the student or court-appointed legal guardian has selected: 

☐  The student will make their own educational decisions.  

☐  The student will share decision-making with their parent, caregiver, or other adult.  

 Individual with whom the student will share decision-making: _________________   

☐  The student has delegated decision-making to their parent, caregiver, or other adult.  

 Individual to whom the student has delegated decision-making: _________________  

☐  A court has appointed a legal guardian for the student who will make educational decisions.  

 Name of court-appointed legal guardian:    

 Date of determination:  
 

TRANSITION TO ADULT SERVICE AGENCY OR AGENCIES—688 REFERRAL  
 

Is the student within 2 years of exiting special education 
services? 

☐ Yes 

☐ No 

If yes, has the Team discussed whether the student meets 
the criteria for a 688 referral? 

☐ Yes 

☐ No 

Has a 688 referral been submitted for this student? ☐ Yes (If so, date the 688 referral was submitted: _____________)* 

☐ No (If so, date the 688 referral will be submitted: _____________)* 

☐ The Team has determined that the student does not meet the criteria for a 688 referral. 

If yes, please identify the agency to which referral was 
made: 

 

  

* The dotted line indicates that this page of this IEP is dedicated to secondary transition planning. 
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ACCOMMODATIONS AND MODIFICATIONS 
Accommodations: List the accommodations the student needs to make progress in the areas of academic achievement and functional performance. Leave blank 

any boxes that are not appropriate for the student. 

  

Presentation of Instruction 

The way information is 
presented. 

Response 

The way the student 
responds. 

Timing and/or Scheduling 

The timing and scheduling 
of the instruction. 

Setting and/or Environment 

The characteristics of the 
setting. 

Classroom accommodations 
    

Nonacademic settings (lunch, 
recess, etc.)     

Extracurricular activities 
    

Community/workplace 
    

Modifications: List the modifications, if any, that are needed to the student's program so they can meet their goals, make progress, and participate in activities 

alongside students with and without disabilities. Leave blank any boxes that are not appropriate for the student. 

 Content Instruction Student Output 

Classroom modifications 
   

Nonacademic settings (lunch, 
recess, etc.)    

Extracurricular activities 
   

Community/workplace 
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STATE AND/OR DISTRICTWIDE ASSESSMENT/ALTERNATE ASSESSMENT 
Identify the state or districtwide assessments planned during the IEP period. Consider MCAS (Grades 3–12), ACCESS (Grades K–12), etc. 

 

How does the student participate in state and/or districtwide assessments? 

☐ The student participates in on-demand assessment with no accommodations under routine conditions in all content areas. 

☐ The student participates in on-demand assessment with accommodations. 

Please indicate which testing accommodations the student requires:  

English Language Arts Math Science Other 

    

☐ The student participates in state and/or districtwide alternate assessment(s).  

Please select the subject(s) below in which the student needs alternate assessment(s). Please explain why the student needs alternate assessment(s), and why 

the alternate assessment you have chosen is appropriate for them. 

☐ English Language Arts ☐ Math ☐ Science ☐ Alternate Access for ELLs 

Explanation:  Explanation:  Explanation:  Explanation: 
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MEASURABLE ANNUAL GOALS  
Please identify the academic and functional goals for this student this year. The goals must be measurable and meet the student’s needs that result from their 

disability to enable them to be involved in and make progress in Early Childhood Outcomes (ages 3–5) or the Massachusetts Curriculum Frameworks (older 

students). The goals must meet each of the student’s other educational needs that result from their disability. Please include additional goals as necessary.  

Goal 
Number: 

Goal Area: 

Baseline (What can the student currently do?): 

Annual Goal/Target 
What skill(s) will the student be expected to attain 

by the end of this IEP’s timeframe? 

Criteria 
What measurement will 

be used to determine 
whether the goal has 

been achieved? 

Method 
How will progress be 

measured? 

Schedule 
How frequently will 

progress be 
measured? 

Person(s) Responsible 
Who will monitor 

progress? 

     

Short-term objectives and/or benchmarks (intermediate steps between the baseline and the measurable annual goal)  

 

SCHEDULE OF PROGRESS REPORTING  

Explain how and when parent(s) will be periodically informed of the student’s progress toward meeting the annual goal(s):  
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PARTICIPATION IN THE GENERAL EDUCATION SETTING  
Can the student’s educational needs be met in the general education setting, with or without the use of supplementary aids and services? 

☐ Yes ☐ No 
If no, provide an explanation of the extent to which the student will not participate in general education. Include a description of the specific supplementary aids 
and services considered before determining that the student would be removed from a general education class or activity. 

 

SERVICE DELIVERY 
Include specially designed instruction, related services, and supports based on peer-reviewed research to the extent practicable (including, if applicable, positive 
behavioral supports and support/training for school personnel and/or parent[s]). Consider providing services in general education settings before considering 
other options. 

Goal 
Number(s)  

Type of Service Provided by 

List job title 

Location  Frequency/Duration 
__ × __ minutes per ___- day cycle 

Start Date End Date 

A. Consultation (Indirect Services to School Personnel and Parents) 

       

B. Special Education and Related Services in General Education Classrooms (Direct Service) 

       

C. Special Education and Related Services in Other Settings (Direct Service) 
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TRANSPORTATION SERVICES 
☐  Transportation will be provided in the same manner as it would be for students without disabilities. (Please note that if the student is placed in a program 

located at a school other than the school the student would have attended if not eligible for special education, then transportation will be provided.)  

☐ The student requires transportation supports and/or services as a related service.  

☐ Student will be transported on a regular transportation vehicle with the following assistance, attendants, modifications, and/or specialized equipment and 
precautions:  

Specify the disability-related need(s) that require support(s) during transportation (e.g., seizures, a tendency for motion sickness, behavioral or 
communication difficulties):  

☐ Student will be transported on a special transportation vehicle with the following assistance, attendants, modifications, and/or specialized equipment and 

precautions:  

Specify the disability-related need(s) that require support(s) during transportation (e.g., seizures, a tendency for motion sickness, behavioral or 
communication difficulties): 

SCHEDULE MODIFICATION  
Does the student require a different duration to their school program, including the length of their day or year so that they can receive a free appropriate public 
education? 

☐ Yes  ☐ No 

If yes, what are the student’s disability-related needs that require a different schedule?  

 

If yes, describe the change in schedule to the student’s educational program.  

 

If the student requires Extended School Year Services, please include the services they will receive (including, if applicable, positive behavioral supports and 

support/training for school personnel and/or parent[s]) during Extended School Year in the service delivery grid below. 
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SERVICE DELIVERY FOR EXTENDED SCHOOL YEAR SERVICES  
Describe the specially designed instruction, related services, and supports that the student needs during extended school year to receive a free appropriate 

public education.  

Goal 
Number(s)  

Type of Service Provided by 

List job title 

Location  Frequency/Duration 
__ × __ minutes per ___- day cycle 

Start Date End Date 

A. Consultation (Indirect Services to School Personnel and Parents) 

       

B. Special Education and Related Services in General Education Classrooms (Direct Service) 

       

C. Special Education and Related Services in Other Settings (Direct Service) 

       

 

Extended School Year Transportation Services 

☐  Transportation will be provided in the same manner as it would be for students without disabilities. (Please note that if the student is placed in a program 
located at a school other than the school they would have attended if not eligible for special education, transportation will be provided.) 

☐  The student requires transportation supports and/or services as a related service.  

☐ Student will be transported on a regular transportation vehicle with the following assistance, attendants, modifications, and/or specialized equipment and 
precautions:  

Specify the disability-related need(s) that require support(s) during transportation (e.g., seizures, a tendency for motion sickness, behavioral or 
communication difficulties):  

☐ Student will be transported on a special transportation vehicle with the following assistance, attendants, modifications, and/or specialized equipment and 

precautions:  

Specify the disability-related need(s) that require support(s) during transportation (e.g., seizures, a tendency for motion sickness, behavioral or 
communication difficulties):  
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ADDITIONAL INFORMATION 

Record other IEP information not previously stated (e.g., information about the student that is important to know but is not addressed through IEP goals and 
services).  
 

RESPONSE SECTION  

School Assurance: I certify that the goals in this IEP are those recommended by the Team and that the indicated special education services will be provided.  

Name and role of LEA 
representative: 

 

Signature:    Date:  
  

Response from parent(s) or student who has reached the age of majority with decision-making rights:  

It is important to tell the district your decision as soon as possible. Please indicate your response by checking the appropriate box below and returning a 
signed copy to the district.  

☐ I accept this IEP as developed. 

☐ 

I reject the following portions of the IEP with the understanding that any portion(s) that I do not reject will be considered accepted and 
implemented immediately. Rejected portions are as follows: 

__________________________________________________________________________________________________________________________ 

__________________________________________________________________________________________________________________________ 

☐ I reject this IEP as developed. 

 

Parent Comment: I would like to make the following comment(s) but realize any comment(s) made that suggest changes to the proposed IEP will 
not be implemented unless the IEP is amended. 

__________________________________________________________________________________________________________________________ 

__________________________________________________________________________________________________________________________ 

Signature of Parent(s), Guardian, Educational Surrogate Parent, or Student 18 and Over**  Date: 
 

  

** Student signature is required once a student reaches 18 unless there is a court-appointed guardian.  

 

Meeting Request  

☐ I request a meeting to discuss the rejected IEP or rejected portion(s).  
 

Date of Last Revision May 1, 2023  

































IEP DEVELOPMENT

The IEP meeting can be a daunting process for parents because a great deal of information is
discussed and the meeting itself may take from one to one and one half hours. For that reason, it is
rare that the entire Team would write an IEP line-for-line during this meeting. Instead, the parent(s) will
be given a Meeting Summary sheet. For students found eligible for services, this will identify the goal
areas as well as the service delivery grid. For students who are found not eligible, the Summary Sheet
will identify next steps. The Meeting Summary templates used by Ipswich Teams for various types of
meetings are included in the ensuing pages.

The IEP (Individualized Educational Program) is developed based on the discussion at the Team
meeting. The results of the individual evaluations are used to provide baseline information that allows
the Team to detail modifications, accommodations, measurable goals, and services for the student.

The IEP includes information including the nature and extent to which the student may require
environmental accommodations or modifications, and what resources are required to support learning
in the general education curriculum and environment. IEP development occurs in a structured,
sequential manner.

● Present Levels of Performance are a statement of what strengths and needs the student
currently exhibits.

● Goals identify the knowledge and skills that the student will need to achieve by the end of the
IEP year.

● Special education programs and services are detailed in terms of type of service, amount of
time, and period of duration.

● Service providers are also delineated by category.





Ipswich Public Schools
Individualized Education Program Post-Meeting Survey

You recently participated in a Team Meeting at your student's school to address his or her educational
needs. We value your opinion and would appreciate it if you could take a few minutes to complete the
survey and return it to us in the enclosed envelope.

Meeting Date:

School:
❑ PreK ❑ Doyon ❑Winthrop ❑Middle ❑ High ❑ OOD

Meeting Purpose:
❑ Annual Review ❑ Re-evaluation ❑ Initial Assessment ❑ Other

Questions Applicable to All Meetings:
1. Were you notified of this meeting at least 10 days prior to the meeting?

❑ Yes ❑ No

2. Did you receive information about the meeting and your student in your native/preferred language?

❑ Yes ❑ No

3. Did the meeting start on or close to the scheduled time?

Strongly Disagree Somewhat Strongly Agree
1 2 3 4 5

4. Was the purpose of the meeting clearly stated at the beginning of the meeting?
Strongly Disagree Somewhat Strongly Agree

1 2 3 4 5

5. I was encouraged to provide information and ask questions during the meeting.

Strongly Disagree Somewhat Strongly Agree
1 2 3 4 5

6. Even though we did not agree, I had the opportunity to express my thoughts and concerns.

Strongly Disagree Somewhat Strongly Agree
1 2 3 4 5 N/A

7. Clear information was shared about my student's performance during this meeting.
Strongly Disagree Somewhat Strongly Agree

1 2 3 4 5

8. The Teammade recommendations to meet my student's educational needs.

Strongly Disagree Somewhat Strongly Agree
1 2 3 4 5



9. Recommendations provided will meet my child’s needs.
Strongly Disagree Somewhat Strongly Agree

1 2 3 4 5

Please Explain:

10. I received a copy of the TeamMeeting Summary and proposed service delivery grid at the conclusion of the
meeting.

Strongly Disagree Somewhat Strongly Agree
1 2 3 4 5

11. If there was a disagreement, options available to parents/guardians were explained.

Strongly Disagree Somewhat Strongly Agree
1 2 3 4 5 N/A

FOR INITIAL AND RE-EVALUATION MEETINGS:

12. Were your student’s evaluation reports or summaries made available to you two days prior to the meeting?

Strongly Disagree Somewhat Strongly Agree
1 2 3 4 5

13. The process and criteria for special education eligibility were explained adequately to me.

Strongly Disagree Somewhat Strongly Agree
1 2 3 4 5

CONTINUE ONLY IF AN IEP WAS DEVELOPED:

14. My concerns and vision were included in the development of the IEP.

Strongly Disagree Somewhat Strongly Agree
1 2 3 4 5

In the spirit of continuous improvement, we would be open to any suggestions you may have.

1)

2)

Thank you!

Please visit us at our website www.ipsk12.net



SPECIAL CONSIDERATIONS IN CREATING IEPs

The Department of Elementary and Secondary Education (DESE) has offered guidance to special
education Teams regarding the various disability categories. These considerations are important not
only for the determination of eligibility for special education services, but also ensuring that various
aspects of the presenting disability are addressed in the IEP plan that is developed.

The following pages, taken from “Is Special Education the Right Service?” should be reviewed by the
Team in order to give full consideration to the educational impact of the disability areas.



TABLE SA (4 pages)

SPECIAL CONSIDERATIONS RELATED TO DISABILITY IN DETERMINING ELIGIBILITY

AUTISM

● Performance may be inconsistent and may not be consistent with developmental norms.
● Environmental structure and presentation of materials may significantly affect performance.
● High anxiety is frequently a major component and may affect performance measures.
● The impact of this disability may be pervasive.
● Students may manifest attentional issues and issues with organizing information and understanding

abstract concepts.

DEVELOPMENTAL DELAY

● Appropriate consideration only for students 3-9 years of age
● Team must consider developmental normative data and curricular expectations of the educational

environment
● Test scores cannot be single determinant of disability finding, particularly in making a finding of a

significant delay. A balanced approach to assessment results is required.
● For 3-5 year old students, Team must consider student participation in developmentally appropriate

activities.
● Appropriate standards to determine that the developmental delay exhibited by the student is

“significant” - recommended minimum is 6 months delay; however, Team must determine if the affect
on the student is “significant” in light of the educational context and expectations.

● Team should determine that delay is not a function of lack of instruction or opportunity to learn, nor a
function of cultural differences or temporary events in the child’s life.

● Category should not be used as a “temporary catch-all” and the Team should consider if constellation of
assessment findings fit with another disability type.

INTELLECTUAL IMPAIRMENT

● Nature of impairment is permanent and generally consistent across similar learning tasks.
● Health or physical impairments may have similar presentations. Team should carefully consider history

and other reasons for assessment results.
● Evidence of limited capacity in at least three different settings or situations should be present.
● The impact of this disability is pervasive.

SENSORY IMPAIRMENT - HEARING

● Language and communication access and skills are integral to making effective progress for students
who are deaf or have hearing loss.

● Hearing acuity, not auditory processing, is a key feature.
● Finding should address hearing capacity after correction, if correction is possible. Cochlear implants,

hearing aids, or use of an FM system can correct or facilitate learning. If student uses any of these, the
impact of such should be part of the assessment consideration.

● Careful consideration must be given to any sudden changes in hearing acuity to determine if
short-term, corrective action can be taken, prior to determining eligibility.

● Hearing impairments are at high risk for co-existing with other disabilities.
● Due consideration must be given to assessment challenges with young children.



SENSORY IMPAIRMENT - VISION

● Vision impairments are at high risk for co-existing with other disabilities.
● There is a lack of formal assessment tools for vision loss and concomitant issues. This presents

challenges in obtaining complete and representative assessment information.
● Stability or progressiveness of vision loss is integral to examining impact.
● Standardized tests developed for use with sighted individuals may provide inaccurate measures of

skills, abilities, or developmental levels for blind or visually impaired students.
● Visual acuity, not visual processing is a key feature of this impairment.
● Finding should address vision capacity after correction, if correction is possible.

SENSORY IMPAIRMENT - DEAFBLIND

● Deafblindness is at high risk for co-existing with other disabilities, the presence of which may mak
hearing and vision loss.

● Many syndromes are associated with deafblindness. Presence of a syndrome should trigger key
assessments.

● Unique challenges in obtaining representative skill levels
● Low incidence population presents challenges in identification and service issues. Acuity measures

often fluctuate. Presence of an individual familiar with deafblindness is recommended.
● Safety and mobility are generally significant concerns.
● Intellectual capacity is difficult to evaluate and often inappropriately ignored. Deafblind individuals have

wide range of abilities.

NEUROLOGICAL IMPAIRMENT

● Intellectual Impairment, Specific Learning Disability, or Emotional Impairment may have similar
presentations.

● Potential for Intermittent, inconsistent, or delayed effects of neurological impairment confusing the
connection to educational progress.

● High incidence of co-occurrence of behavioral issues, substance abuse issues, or issues of socially
inappropriate behavior.

● Highly correlated with effects of neurotoxins (lead poisoning, substance abuse, Fetal Alcohol
syndrome).

● Highly correlated with effects of stroke, brain tumors, traumatic brain injury, anoxia, spinal cord injury,
infectious disorders (e.g., encephalitis), metabolic disorders, chemotherapy, radiation, degenerative
diseases, and various syndromes.

EMOTIONAL IMPAIRMENT

● Team must consider if presentation is due to serious emotional disturbance or social maladjustment.
(See Table 58)

● Willful decision making that does not result from deficits in judgement, skill, or performance attributable
to an emotional impairment may preclude a finding of eligibility.

● Voluntary behavior with an absence of remorse that cannot be attributed to an emotional impairment
may preclude a finding of eligibility.

● Involvement of the court or DYS must be carefully examined and not assumed to represent a finding of
disability.

● High anxiety is frequently a major component of an emotional impairment and may affect performance
measures.

● Lack of progress in relation to this type of disability must consider school attendance/school refusal;
tardiness; transience; family, personal, or school crisis; and/or possible substance abuse.

● High incidence of co-occurrence of behavioral issues, substance abuse issues, or issues of socially
inappropriate behavior



COMMUNICATION IMPAIRMENT

● Specific Learning Disability or Emotional Impairment may have similar presentation.
● A finding of a “significant” communication impairment must be related to the ability of the student to

convey meaning to others or understand communication from others in both formal and informal
educational contexts.

● Should not be used to provide supportive services to students with language differences rather than a
disability

● Presence of minor articulation errors or disfluencies must be considered in the context of the
educational environment and its expectations in order to determine if a disability exists and if it is causal
to a lack of educational progress. Many students with minor articulation errors or disfluent speech do
not require special education.

PHYSICAL IMPAIRMENT

● Student is not eligible when the physical need is short-term and medically treatable and does not affect
ability to make effective educational progress.

● Student is not eligible when problems of physical disability can be corrected through changes to the
physical plant or classroom space.

● Student is not eligible when problems of physical disability can be corrected through provision of
assistive device(s) or equipment that can be used immediately without special training. (If such devices
or equipment are educationally necessary, the school is required to provide them during school hours.)

● Student is not eligible when he/she has learned to independently use compensatory strategies, or
assistive devices or equipment and is, therefore, making effective educational progress. (If such
devices or equipment are educationally necessary, the school is required to provide them during school
hours.)

● Student may be eligible if physical impairment is progressive and although educational progress is not
currently impaired, the progress of the physically disabling condition makes such limitation inevitable
and requires immediate attention to compensatory strategies.

HEALTH IMPAIRMENT

● See special considerations related to physical disabilities (above). Similar concerns are present for
health impairments.

● Consideration of severity is critical and must occur in the context of the educational program and
educational expectations, as well as the nature of the health impairment and expected longevity and
severity.

● Consideration of temporary, episodic, or cumulative impact related to chronic conditions with phases of
partial remission and acute impairment should be carefully considered in light of student’s educational
progress over time.

● Health conditions may have an impact for the student that fluctuates over time and in response to
medication or medical treatment. The Team must determine if such fluctuations represent a persistent
threat to the student’s ability to make effective progress, or if they are episodic and short-term in nature
and can be managed through temporary accommodations.

● Attention deficit disorders are discussed in more detail in Table 58.

SPECIFIC LEARNING DISABILITY

● Test scores cannot be single determinant of disability finding particularly in making a finding of a severe
discrepancy. A balanced approach to assessment results is required.

● Federal requirements include that the team must determine that the student does not achieve
commensurate with age and ability, if provided with learning experiences appropriate for the student’s
age and ability (34 CFR 300.341 (a)); and



SPECIFIC LEARNING DISABILITY continued

● Team must ensure that finding of inability to make progress is not the result of other impairments or
environmental, cultural, or economic disadvantage. (34 CFR 300.541(b)) (See also Table 58)

● Federal law requires that the Team find that the child has a severe discrepancy between intellectual
ability and achievement in one or more of the following areas: oral expression, listening
comprehension; written expression; basic reading skill; reading comprehension; mathematics
calculation; and/or mathematics reasoning. (34 CFR 300.541 (a)(2))

● A written statement is required by the Team. (34 CFR 300.543) This statement must document the
Team’s determination of whether or not the student has a specific learning disability, the basis for the
academic functioning: the educationally relevant medical findings, if any; and whether there is a severe
discrepancy between achievement and ability that is not correctable without special education and
related services. The written report must also include the determination of the Team concerning the
effects of environmental, cultural, or economic disadvantage. Each Team member is required to
indicate if such statement reflects his or her own conclusions and, if it does not, the Team member
must submit a separate statement with his or her conclusions in these areas.

● Disability finding meshed with finding related to inability to make progress in education - cannot be
considered separately like most of the other disability types.

● Consideration in relation to age, instructional history, cognitive abilities, and academic performance
● A pattern of strengths and weaknesses must be present.
● Particular attention must be paid to reading instruction (or lack thereof) when considering SLD. (See

also Table 58)



TABLE 58 (3 pages)

SPECIAL CONSIDERATIONS RELATED TO STUDENTS WITH CERTAIN CHARACTERISTICS

Groups Special Considerations

Students with suspected
ADD or ADHD

● Not eligible for special education solely by virtue of the diagnosis-
assessment must show that attentional issues rise to the level of a
disability. If so, most likely disability type will be “health impairment”.

● Diagnosis by General Practitioners must be considered in light of
educational impact. Psychologists or Neurologists may be more precise in
their use of this term in the educational context.

● Student needs may be able to be met through environmental
accommodations or adaptations and may not require special education.

● Medical treatment options are controversial and parents may elect not to
consider their use for students with such characteristics.

● Schools cannot make service contingent on use of medication for ADD or
ADHD.

● If the student does use medication, then assessment must reflect
performance with medication.

● Attentional issues may be components of other impairments or may
co-occur with other impairments, and a careful consideration of emotional
impairment, specific learning disability, neurological impairment, or other
types of disabilities should accompany any discussion considering ADHD.

● Student’s attentional issues may significantly interfere with attention to the
educational environment and may, therefore, significantly adversely affect
educational performance. With no other presenting issues, the disability
determination would be Health Impairment.

Young Children (3-5 years) ● If the student is coming from early intervention programs, consideration
should be given to assessment information already available.

● Assessment data may need to be gathered from natural environments such
as the playground, the home, or other settings where the child spends time.

● Observational data should include the child in relation to activities alone and
with others - both adults and other children.

● Young children develop at varying rates and according to the life
experiences available to them. Great variation will be seen. The challenge
is determining if the variation seen in the individual child’s performance is
aberrant or significantly delayed.

● Many standardized norm referenced tests are not applicable to young
children. Assessment sources may be primarily informal.

● Early childhood specialists and the child’s family may be the most effective
informants to the Team’s decision-making.

● Concerns about the young child in relation to the general curriculum and the
life in the school may consist of a review of typical play-based activities
related to the developmental foundation for academic work and may not be
based in a school environment.

Students with Different
Linguistic or Cultural
Background

● Different linguistic or cultural background may only be used to determine
ineligibility if different linguistic or cultural background is the determinant
factor for a student’s inability to make progress and the student does not
otherwise meet eligibility criteria.

● Different linguistic or cultural background is more of an assessment factor
as outlined in the following bullets.

● Regulations require the use of tests that are linguistically and culturally free



Students with Different
Linguistic or Cultural
Background continued

of bias; however, there are not sufficient unbiased assessment tools to
provide comprehensive information.

● Teams should ensure they have information available on the linguistic or
cultural differences related to learning that may be applicable to the student
being considered for special education eligibility.

● Assessment of the student’s inability to make effective progress must go
beyond simple determination of English language skills. Language
proficiency, both receptive and expressive in relation to all aspects of school
communication must be assessed to determine relationship of linguistic/
cultural background to school achievement.

● Cultural differences may impact the student’s approach to school and
learning and the student’s educational history.

● Cultural differences of the parent may not be readily apparent in the
student, but may affect the student’s approach to school, learning, and
assessment.

● When possible, information from a person fluent in the language and culture
of the student and conversant with academic expectations of the school
would be valuable to the Team’s discussion.

● Information on the student’s educational history should be considered very
carefully and, if possible, information on educational history outside of the
US should be obtained.

Students Involved with
Social Services or the
Courts

● Involvement with Social Services or the Courts should not result in a
presumption that a student requires special education nor that inability to
make progress in education is caused by factors outside of the school
environment.

● School must use the same standard to determine eligibility as for any other
student.

Students with Multiple
Impairments

● Teams may make a determination of multiple disabilities if all disabilities are
inextricably meshed and there is no primary disability.

● Determination of a primary disability would be appropriate if the Team
believes that the educational impact of one type of disability is much greater
than any other impairment of the student.

Social Maladjustment ● The Team must determine that student behavior interfering with student
achievement does not result from willful misbehavior or the effects of willful
unconcern with education with no indication of a causal disability such as an
emotional impairment.

● The determinations that a Team would make when considering if a student’s
misbehavior is a result of the student’s disability are instructive. The Team
would seek to determine if the student knew what was appropriate at the
time of the misbehavior, was capable of appropriate behavior at the time of
the misbehavior, and still willfully chose not to do the appropriate thing.

● Information related to use of alcohol or drugs may be a factor in making a
finding that social maladjustment is causal to lack of progress, rather than a
disability.

Poor Performance on MCAS ● Statutory language explicitly requires that student not be found eligible for
special education solely because of poor performance on the
Massachusetts Comprehensive Assessment System (MCAS) tests.

● Poor MCAS performance should be considered one piece of assessment
information that is appropriately considered when a student is referred for
an evaluation because of a suspected disability.



Lack of Reading or Math
Instruction

● Ineligibility may only be found if lack of instruction is the determinant factor
for lack of progress and the student does not otherwise meet the eligibility
criteria.

● Special education is not the appropriate service solely to provide instruction
to a student who has not received instruction in the past.

● Lack of instruction may occur for student coming into the US from
under-developed countries.

● Lack of instruction may occur for migrant students or students from families
with transient histories.

● Lack of instruction may occur when students have been homeless.
● Lack of instruction may be considered by the Team when the Team has

knowledge that the student received limited instruction with limited
instructional variation, e.g., reading instruction that employed solely a whole
language approach.



PROCESSING THE IEP

Furnishing a Meeting Summary
The Program Manager gives the parent a copy of the Meeting Summary Sheet at the IEP meeting.
This serves as a placeholder until the completed IEP is issued within two calendar weeks.

Issuance of the IEP
Parents will receive two copies of the proposed IEP to sign and return to the special education office in
the student’s school along with a self-addressed envelope. Once received by the school, the signed
IEP is date-stamped and entered into the electronic IEP system by the special education secretary in
that particular school. Accompanying the IEP is a form referred to as the “N-1” (Notice of Proposed
District Action). This acts as a summary of the salient areas of the accompanying IEP.

Parent Response to the IEP
No later than 30 days after receipt of the proposed IEP and placement, the parents will accept or reject
the IEP in whole or part and request a meeting to discuss rejected portions of the IEP. IEPs that are
rejected in whole or part are sent to the Bureau of Special Education Appeals (BSEA). The IEP will
also be sent to BSEA in those cases where parents have not returned the IEP within 30 days and
attempts have been made to contact the parents.

Implementation Upon Receipt
Upon signed receipt, the District will implement all accepted elements of the IEP without delay. Should
there be a question regarding resources, the Team must provide as many of the accepted services as
possible, then immediately inform the parent in writing of any delayed services, reasons for the delay,
and actions taken by the District to address the service. Compensatory services will be offered for
accepted but delayed services.

Amendments
The Team can further develop or amend a signed IEP. The consultation for the amendment can take
place with the parent and Team in person or via telephone. The N-1, Notice of Proposed Action,
accompanying the Amendment will summarize the nature of the amendment. It should be noted,
however, that amendments are only appropriate for small changes in an IEP. Any significant changes
made to an IEP would require that a new IEP be issued and, again, the circumstances of the issuance
of a new IEP would be summarized in the accompanying N-1.



EVALUATIONS IN PROCESS: PARENTAL AND STUDENT RIGHTS

All Special Education Evaluation Teams have been made aware of the following Rights &
Responsibilities in regard to evaluations in process:

● The same protections afforded to students who have been found eligible for special education
services apply to those students whose evaluations are in process.

● Timelines and discipline considerations for students whose evaluations are in process are
treated as if the student had been found eligible.

● Protections afforded to students with disabilities are extended to those students whose
evaluations are taking place.

These protections apply because the District can be viewed as “having a Basis of Knowledge” of the
potential needs of the student and, so for that reason, protections are accorded.

The Basis of Knowledge applies when:

1. The parent of the student has expressed a concern in writing to an administrator or a teacher
that the student may be in need of special education.

2. The parent has requested an evaluation.
3. The teacher of the student or other school personnel have expressed concerns about a pattern

of behavior demonstrated by the child and said concern would have been expressed either to a
principal, supervisor, or other administrator.



LEVELS OF INDEPENDENCE

MA DESE Special Education Technical Assistance Advisory SPED 2014-3 (revised) advises school
districts and parents about concerns regarding inappropriate utilization of paraprofessionals. In an
effort to reduce over-use of paraprofessionals in a transparent manner guided by best professional
practices, Ipswich has created a mandated practice.

At the initial Annual Review or Re-Evaluation meeting held for a student who has had support
personnel assigned to him/her, the Team must include in its Annual Review an assessment of the
student’s level of independence in areas of functioning. Further, a detailed plan should be discussed
for fading this support.

The document included on the following page is the Technical Assistance Advisory, Identifying the Need
for Paraprofessional Support. This is followed by the template for discussion currently used in the
District. The intent of this consideration is not to deny services to students who need them; rather, it
represents a focus on building student internalization of skills, with ultimately greater student
independence.







LEVELS OF INDEPENDENCE DATA COLLECTION

Student Name: __________________________________________Grade: _________

Special Education Liaison:_________________________________Meeting Date: _________

Type of Meeting: _________________________________

Rate the amount of student independence in relation to special education personnel working within the classes
below. (1-Most independent to 5-Dependence upon Special Education Personnel)

READING 1 2 3 4 5

MATH 1 2 3 4 5

WRITTEN LANGUAGE 1 2 3 4 5

SOCIAL STUDIES 1 2 3 4 5

SCIENCE 1 2 3 4 5

RELATED ARTS 1 2 3 4 5

RECREATIONAL 1 2 3 4 5

THERAPIES 1 2 3 4 5

Plan for Fading Support:

1. ___________________________________________________________________

2. ___________________________________________________________________

3. ___________________________________________________________________



PLACEMENT

Placement is the result of the IEP sequence: the goals for the student determine the services required
that then determine the least restrictive setting or placement in which these services can be provided.

The following are guiding principles in the Team determination of placement:

1. The decision is made by the Team. It is not unilaterally predetermined by either family or school
portions of the Team. Placement is based on the services to be provided to the student, types
of settings in which those services will be provided, types of service providers, and location at
which services will be provided.

2. The placement selected is to be the least restrictive environment (LRE) consistent with the
needs of the student.

3. At least a limited evaluation must precede the decision to enact a change in placement that
constitutes placing the student in a more restrictive setting. This is to ensure that updated data
is used as the basis for the Team determination.

4. LRE - The Team will ensure that to the maximum extent appropriate, students with disabilities
are educated with students who do not have disabilities. Special classes, separate schooling,
and other removal from the general education program should occur only if the nature or
severity of the disability necessitates that services cannot be delivered in the general education
environment. This is documented in the Non-participation Justification section of the IEP.

5. Particularly in cases where a placement other than the District is being considered, the District
practice is to develop a Decision Matrix, as included on the following pages. The Team will
need to agree on various criteria against which potential placements will be evaluated.

6. The Team must give priority consideration to special education placements that are approved by
the MA Department of Elementary and Secondary Education (DESE) to provide special
education services. In cases where the unique needs of a student dictate the consideration of
an unapproved placement, the Director, in accord with 603 CMR 28.06 (3) € (4) will complete
documentation of Notification of Intent to Seek Approval for Individual Student Program. It
should be noted that this approval must take place prior to student placement.

7. With older students, the Team will ensure options consistent with transition needs, as evident in
their Transition Planning Form (TPF). These options include developing independent living
skills, skills for self-management of medical needs, and career or job-related skills.



POST-MEETING SURVEY

It is the intent of all of the District’s special education Teams that meetings represent best standards of
professional practice. Inherent in the partnerships with families is an implicit expectation that meetings
address the presenting concerns, be grounded in norms including mutual respect, and take place in a
collaborative and welcoming atmosphere.

In the spirit of continual improvement, it is District practice for the school’s special education secretary
to include a post-meeting parent survey along with the IEP. This allows parents to give feedback
concerning various measurable elements of the meeting process. These feedback forms are reviewed
by the Director of Pupil Personnel Services on a regular basis and discussed with the Special
Education Program Managers.



Section 4

Progress Reporting



PROGRESS REPORT DOCUMENTATION

1. Procedure
● Parents receive reports on the student’s progress toward reaching the goals set in the

IEP at least as often as parents are informed of the progress on non-disabled students.
● Progress Report information, which is sent to parents includes written information on the

student’s progress toward the annual goals in the IEP. Information is specific to the skills
involved in the goal areas.

● Goals should be measurable; that is, their attainment should include quantifiable point of
reference in terms of frequency, number, and duration.

● Team members reporting on progress toward goals have evidence reporting the
progress.

● When Progress reporting on each goal, the provider should include a statement
regarding whether the student is expected to meet the goal by the end of the IEP period.
If it becomes clear that the student is not likely to meet the goal, the Team should
reconvene to discuss the issues and consider adjusting both the goal and services being
used to address the goal. If services are not effective in helping the student attain the
goal over a reasonable amount of time, consideration should be given to alternatives.

2. High School Graduation or Aging Out
● When a student’s eligibility terminates because the student has graduated from high

school or has exceeded the age of eligibility (22 years old), the District provides the
student with a summary of his/her academic achievement and functional performance,
including recommendations regarding meeting post-secondary goals. This is called the
Summary of Student Performance.

3. Maintenance of Progress Reports
● Copies of Progress Reports sent to parents are maintained in the student’s special

education file, which is kept in a locked cabinet in the special education office of each
school building.



PROVING BENEFIT/PROGRESS CHECKLIST
FACTORS TO CONSIDER

❏ Demonstrate/measure progress (“academic achievement and functional performance”) over
time. [Compare this year to last year, 2 years ago, etc.]

❏ Review school work: save samples over time; compare September through May; this year to
last, etc.

○ Review report cards over time

❏ Focus on student’s progress in the general curriculum
○ How did he/she do in comparison to others in his class?
○ How many students received As, Cs, Fs?
○ Save teacher grade books, electronic grading reports!

❏ Review MCAS and other standardized test results. Compare student with his/her school,
district, state and if a gap exists, view in terms of disability

❏ Review other IEP goals/objectives, i.e. behavioral, social, etc.
○ Did student demonstrate increased independence?
○ What measures do you use?
○ How do you demonstrate progress?

❏ Review individualized test results.
○ PRACTICE TIP: Test at the same time each year on the same test instrument and

report in the same way!
○ Review for progress on bell curve measurements; compare with progress on G.E. or

A.E. measurements.

❏ Advancement from grade to grade; Did student earn it or was it a “social” promotion?

❏ If lack of progress, reconvene the IEP Team.
○ Review reasons. If it was a denial of a FAPE . . .

➢ Does the District need to re-evaluate or revise the IEP?
➢ Was it due to absences or student’s failure to hand in work?
➢ Was it student’s failure to access extra help?





Section 5

Extended School Year (ESY)



EXTENDED SCHOOL YEAR

Most students with disabilities will attend school on the same daily and yearly schedule as their
non-disabled peers. In certain circumstances, however, a Team will recommend services during the
summer to prevent regression. Extended School Year (ESY) must be considered and recommended
on an individual basis. Not all students will require ESY and not all students who require ESY will need
the same level of services. A question-and-answer guide follows.

The Team’s consideration of ESY must be based on:

1. The unique nature of any specially-designed instruction or created services needed due to the
disability of the student, or

2. If the student has demonstrated, or is likely to demonstrate, substantial regression due to a
break in services (such as the summer vacation period). In regard to regression, most students
regress (lose progress, forget, or revert to previous behavior) to some extent between school
years. It is the Team that must make the recommendation for ESY services.

When recommending ESY services, it is important to remember that a maintenance program to
minimize or avoid regression is not the same as a school year program. Services should be
recommended based upon what the student will require for instruction and/or related therapies to
maintain current performance. Services will typically be less than during the school year.









Section 6

Transition Planning
and

Age of Majority



TRANSITION PLANNING TIMELINE

1. Age 14
● Beginning at age 14, the student is invited to the IEP meeting. He/she may

participate fully in the meeting, plan ahead of time with a professional who will
represent him/her, or come at the summary of the meeting. The degree of
participation will depend on the student’s abilities, but it is important to have the
student’s voice in the meeting.

● The Transition Planning Form (TPF) must be completed on an annual basis,
thereafter.

● The student’s vision and a statement of needed transition services must also be
included annually.

● The educational, like skills, wellness, and other goals should be in alignment with
the student’s vision.

2. Age 16-18
● When a student will need adult services, a Chapter 688 referral must be

completed. Effective Summer 2016, this will be completed online.
● For students who will be accepting a high school diploma for whom

Massachusetts Rehabilitation Commission services are a possibility, referral must
take place by age 16.

● For students continuing in special education through age 22, referral must be
completed prior to the student’s 18th birthday. Following eligibility, the adult
service representative is then invited to Team meetings.

● A description of high school transition supports is found on the PPS page at
https://sites.google.com/ipsk12.net/ihs-studentsupportservices/home?authuser=0

3. Age 17
● The student’s family will receive forms for transfer of rights at the age of majority

so that they can investigate any need for guardianship.

4. Age 18
● Age of majority takes effect. The student must make educational decisions

unless he/she has selected to share decision-making with parents or guardians.
● When the student retains decision-making authority, the student must sign all

educational documents.

5. Age 21
● An Individual Transition Plan (ITP) meeting will be coordinated by the Chapter

688 liaison for the human service agency. The liaison is responsible for writing
the ITP and submitting it to the Transitional Advisory Committee, which must
approve, modify, or reject it. This decision can be appealed by the student and
parent.

6. Age 22
● Special education services end as the transition from school to adult services is

completed.

https://sites.google.com/ipsk12.net/ihs-studentsupportservices/home?authuser=0














Section 7

Students with Autism/ASD



SPECIAL CONSIDERATIONS FOR STUDENTS ON THE AUTISM SPECTRUM

Technical Assistance Advisory SPED 2007-1 addressed the requirement for Special Education Teams
to address the various facets of need for students on the Autism Spectrum. Although school districts
do not diagnose Autism, school teams can and must find students eligible for services under the Autism
category based on their presenting characteristics.

During the process of a Team meeting, the Special Education Team must use the Autism Checklist to
ensure that it has developed an IEP to meet the specific needs of students on the Autism Spectrum. A
reminder to use the checklist is also a component of the Meeting Summary templates. It is not
sufficient for Teams to simply complete the checklist; rather, the Team should take care to incorporate
these details into goals, benchmarks, and accommodations in the student’s IEP.

After the American Psychiatric Association revised the Diagnostic and Statistical Manual (DSM) to
reflect a modification of previously separate diagnoses, technical Advisory SPED 2014-1 emphasized
that federal and state special education laws and regulations, not the DSM-5, prescribe the criteria for
eligibility determination for students on the Autism Spectrum.

It should also be noted that in Massachusetts, the Autism Insurance Law entitles families to access
supplementary services through certain health insurances. These services are always in addition to,
and never in lieu of, agreed upon Team recommendations. If needed, the District can provide support
to families in obtaining these supplemental services.



SPECIAL REQUIREMENTS FOR STUDENTS ON THE AUTISM SPECTRUM
CHECKLIST

Whenever an evaluation indicates that a child has a disability on the Autism Spectrum, which includes
Autistic Disorder (autism), Asperger’s Disorder, Pervasive Developmental Disorder (PDD) not otherwise
specified, childhood disintegrative disorder, and Rhett’s Syndrome as defined in the Diagnostic and
Statistical Manual of Mental Disorders, Fourth Edition (DSM-IV, 2000), the IEP Team shall consider and
specifically address the following:

❏ The verbal and non-verbal communication of the child;

❏ The need to develop social interaction skills and proficiencies;

❏ The needs resulting from the child’s unusual responses to sensory experiences;

❏ The needs resulting from resistance to environmental change or change in daily routines;

❏ The needs resulting from engagement in repetitive activities and stereotyped movements;

❏ The need for any positive behavioral interventions, strategies, and supports to address any
behavioral difficulties resulting from Autism Spectrum Disorder; and

❏ Any other needs resulting from the child’s disability that impact progress in the general
curriculum, including social and emotional development.









Section 8

Bullying Prevention



Ipswich Public Schools
One Lord Square

Ipswich, MA 01938
Phone: 978-356-2935

Fax: 978-356-0445
www.ipsk12.net

BULLYING PREVENTION AND INTERVENTION FOR STUDENTS WITH DISABILITIES
PROCEDURE

In May 2010, Governor Deval Patrick signed into law comprehensive legislation that addresses bullying
prevention and intervention. This law has specific requirements for how schools address bullying and
retaliation effectively for students with disabilities.

Requirements
IEP Teams must consider and specifically address social skills and proficiencies needed to avoid and
respond to bullying, harassment, or teasing

● whenever a student’s Team evaluation indicates that the student’s disability affects social skills
development;

● when the student’s disability makes him/her vulnerable to bullying, harassment, or teasing;
and/or

● for all students on the autism spectrum.

Documentation
IEP Teams must document that issues of bullying, harassment, and teasing were considered at all
Team meetings based upon the student’s presenting social/emotional profile. It is critical to document
that the conversation took place even if some Team members do not feel that the student falls into one
of the three categories listed above. The documentation is important as it indicates that the
conversation occurred and all Team members had a voice in the determination of vulnerability to
bullying, harassment, and/or teasing.

The language below should be incorporated into all students’ IEPs as indicated:

Student is Vulnerable
Insert the following statement in the N1 and PLEP B:

The Team considered and discussed the implications of M.G.L. Ch 71, Section 370, MA Bullying
Prevention Legislation at (student’s name) Team Meeting. At this time, the Team, including (student’s
name)’s parents and (student, if appropriate) feel that (student’s name) is vulnerable to bullying and
would benefit from additional supports in the form of (list what has been incorporated into the IEP,
e.g. services and/or accommodations) to help (student’s name) throughout the school day. Skills

and proficiencies are address in Goals # (insert goal numbers here).



Student is Not Vulnerable
Insert the following statement in the N1 and Additional Information:

The Team considered and discussed the implications of M.G.L. Ch 71, Section 370, MA Bullying
Prevention Legislation at (student’s name) Team Meeting. At this time, the Team, including (student’s
name)’s parents and (student, if appropriate), do not have any concerns in regard to bullying. If, in
the future, concerns arise, the Team will immediately reconvene to discuss what supports are needed

and address skills and proficiencies focus areas.

Optional addition to this statement: (Student’s name) has demonstrated and stated that there are
trusted adults at school that he/she would feel comfortable going to should there be bullying,

harassment, or teasing concerns.

Teams must be mindful that any goals, benchmarks, and services that relate to bullying, harassment,
and teasing are addressed within the IEP in a manner that is clear to the parents.

For expanded information, please refer to the Technical Assistance Advisory SPED 2011-2: Bullying
Prevention and Intervention within this section of the Procedural Guide.

Complete access to Ipswich Public Schools Bullying Prevention information (including the Bullying
Prevention Plan, School Committee Bullying Prevention Policy, and forms for reporting) can be found
on the district website home page under Quick Links: https://www.ipsk12.net/domain/407

https://www.ipsk12.net/domain/407


IPSWICH PUBLIC SCHOOLS
BULLYING PREVENTION & INTERVENTION PLAN

STATEMENT OF PURPOSE

The Ipswich Public Schools Bullying Prevention and Intervention Plan was developed to meet the
requirements of M.G.L. c. 71, section 370 and is modeled after the Massachusetts Department of
Elementary and Secondary Education (DESE) Model Plan for dealing with bullying behaviors in schools.
The Plan complements the Ipswich School Committee Bullying and Harassment Policy JICFB found
online at https://www.ipsk12.net/domain/23. The Plan includes Ipswich’s best practices for identifying,
reporting, and responding to bullying behaviors, as well as prevention efforts. This Plan is supported by
the District’s current student wellness, social/emotional skills curriculum, restorative justice, and
discipline policies. In accord with practices advised by the Massachusetts Department of Elementary
and Secondary Education (DESE), this plan is reviewed and updated on a regular basis in order to
reflect continual analysis and improvement in practices and protocols.

LEADERSHIP

The District acknowledges that school leaders, especially building principals, teachers, and counselors
play a critical role in modeling appropriate social interactions, and in teaching students to respect and
understand diversity and individual student differences. The District works in partnership with parents
and the community at large to establish a positive school climate that is safe for all students, and in
particular, those who are most vulnerable. The District recognizes that research has established a clear
relationship between a positive school climate and student achievement, as well as positive overall
mental health.

CLEAR AND CONSISTENT PROCEDURES

As required by M.G.L. c. 71, section 370, the original Ipswich Public Schools Bullying Prevention and
Intervention Plan was developed in consultation with teachers, school staff, professional support
personnel, school volunteers, administrators, community representatives, local law enforcement
agencies, students, parents, and guardians. The District invited all interested community members and
groups to provide public comment relative to this proposed Plan before its original adoption by the
District in 2010. Subsequently, the Plan has been examined and reviewed on a regular basis so that it
remains current with changes in both presenting bullying concerns, as well as in the development of new
and effective prevention practices.

The Ipswich Public Schools Bullying Prevention and Intervention Plan provides the District with a
blueprint for enhancing our capacity to prevent and respond to issues of bullying within the context of our
other positive school climate initiatives. As part of the planning process we continue to assess the
adequacy of our current programs; review our current policies and procedures; examine our data on
bullying and behavioral incidents; and draw upon current resources including curricula, training
programs, and behavioral health supports.

https://www.ipsk12.net/domain/23


ONGOING ANALYSIS AND OVERSIGHT

As a District, we examine both our own local data and that of the Department of Elementary and
Secondary Education, including the Youth Risk Behavior Survey (YRBS) Views of Climate and Learning
(VOCAL) survey. Examination of the data allows us to analyze the prevalence, characteristics, and many
manifestations of bullying. This information guides our identification of patterns of behaviors and areas of
concern, and impacts our selection of prevention strategies including, but not limited to, adult
supervision, professional development, age- appropriate curricula, schoolwide initiatives, and in- school
support services. The District recognizes that certain students may be more vulnerable to becoming
targets of bullying, harassment, or teasing based on actual or perceived characteristics, including race,
color, religion, ancestry, national origin, sex, socioeconomic status, homelessness, academic status,
gender identity or expression, physical appearance or sensory disability, or by association with a person
who has or is perceived to have one or more of these characteristics. As a result, we have worked to
create safe, supportive environments for these vulnerable populations in the school community in order
to provide all of our students with the skills, knowledge, and strategies to prevent or respond to bullying,
harassment, or teasing. Our endeavors have also focused around ensuring a climate where there is no
place for hate or victimization, either within or outside the school community.

The Ipswich Public Schools Bullying Prevention and Intervention Plan identifies the building principal/
designee as the individual who receives and has oversight over all reports on bullying. The building
principal/designee is responsible for collecting and analyzing building data to assess the presenting
problems and examine outcomes. Input from faculty, staff, and parents/guardians is also factored into
the determination of these school climate needs. The building administrator tracks incident reports, and
accesses information related to targets and aggressors. The District also annually reports bullying
incidence data to DESE. The data reported include: 1) the number of reported allegations of bullying or
retaliation; 2) the number and nature of substantiated incidents of bullying and retaliation; 3) the number
of students disciplined for engaging in bullying or retaliation; and 4) other information required by DESE.

The District, including the collaborative administrative team of building principals and other
administrators, as well as the mental health school staff members, collaborates in creating the ongoing
professional development that is required by the law. The building principal or his/her/their designee has
ultimate responsibility for the customization of supports that are responsive to the individual
circumstances and needs of both targets and aggressors. Each building administrator owns the
responsibility for implementing the Ipswich Public Schools Bullying Prevention and Intervention Plan,
and for amending student handbooks and codes of conduct in their buildings to reflect the District’s plan.
At the building level, administrators also oversee the development of parent/family engagement
initiatives, parent information materials, and the review of these efforts each year. The Superintendent
(or designee) has final oversight over the development of new or revised practices and protocols under
the Ipswich Public Schools Bullying Prevention and Intervention Plan, including the Internet safety policy,
and designation of key staff charged with reviewing and updating plans on an annual basis. The School
Committee is ultimately responsible for the approval of any policy updates.

The Ipswich Public Schools Bullying Prevention and Intervention Plan represents a comprehensive
approach to addressing bullying and cyberbullying. Each school in the District is committed to working
with students, staff, families, law enforcement agencies, and the community to prevent harassment,
violence, or malintended/insensitive behaviors. In consultation with these stakeholders, we have
established this Plan for preventing, intervening, and responding to incidents of bullying, cyberbullying,
and retaliation. The overarching expectation in the District is that all members of the school community
will treat each other in a respectful manner, with empathy and tolerance for differences.



TRAINING AND PROFESSIONAL DEVELOPMENT

The Ipswich Public Schools maintains ongoing professional development to reflect the requirements of
M.G.L. c. 71, section 370. Ongoing professional development is targeted to the experiences and needs
of all staff members, including but not limited to, educators, administrators, counselors, school nurses,
cafeteria workers, custodians, bus drivers, athletic coaches, advisors to extracurricular activities, and
paraprofessionals.

Annual mandated training for all school staff on the Ipswich Public Schools Bullying Prevention and
Intervention Plan includes current research on bullying and effective interventions; staff responsibilities
under the law; a review of the steps that the principal/designee will follow upon receipt of a report of
bullying or retaliation; and an overview of the bullying prevention curricula offered at all grades
throughout the school buildings. Staff members hired after the start of the school year are required to
participate in school-based training during the school year in which they are hired.

The goal of professional development is to establish a common understanding of tools necessary for
staff to create a school climate that promotes safety, respectful communication, sensitivity to the needs
of others and tolerance for differences. Professional development builds the capacity of staff members to
prevent, identify, and respond to bullying. The content of school-wide and professional development is
informed by research and includes information on:

● Developmentally/age appropriate strategies to prevent bullying;
● Developmentally/age appropriate strategies for immediate, effective interventions to stop bullying

incidents;
● Information regarding the complex interaction and power differential that can take place between

and among an aggressor, target, and witnesses to the bullying;
● Research findings on bullying, including information about specific categories of students who

have been shown to be particularly vulnerable to bullying in the school environment;
● Information on the incidence and nature of cyberbullying; and
● Internet safety issues as they relate to cyberbullying.

Professional development also addresses ways to prevent and respond to bullying or retaliation for
students with disabilities. This includes a particular focus on the needs of students with autism or other
students whose disability affects social skills development.

Additional areas of professional development include:

● promoting and modeling the use of respectful language;
● fostering an understanding and respect for diversity and differences;
● building relationships and communicating with families;
● constructively managing classroom behaviors;
● using positive behavioral intervention strategies;
● applying constructive and restorative disciplinary practices;
● teaching students skills including positive communication, anger management,

and empathy for others;
● engaging students in age appropriate planning and decision-making;
● maintaining safe and caring classrooms for students

Written notice of the Ipswich Public Schools Bullying Prevention and Intervention Plan including sections
related to staff responsibilities, can be accessed on the opening page of the District website.



ACCESS TO RESOURCES AND SERVICES

Creating a positive school climate requires that the underlying emotional needs of all students are
addressed. At least every four years, the District administers a student survey to assess school climate
and the needs of students. These students include targets, aggressors or bystanders of bullying or
cyberbullying. In addition, the emotional needs of these students’ families are also examined. The
Ipswich Public Schools Bullying Prevention and Intervention Plan includes strategies for providing
support and services necessary to meet these needs and for enhancing the District’s capacity to
effectively prevent, intervene and respond to bullying.

The District currently has many services available for students and families that are used to address the
needs of targets, aggressors and bystanders. These services include needs analysis by the District’s
Intervention Teams, individual and group counseling, and referral to appropriate services for students
and family members.

On at least an annual basis, school teams review staffing and programs in regard to their impact in
creating positive school environments with appropriate intervention to prevent negative dynamics,
engage individuals or groups of students, and to provide services at an appropriate level of intensity. At
the same time, school teams develop recommendations and action steps to address resource and
service gaps. The Ipswich Public Schools has worked in collaboration with local and state agencies to
adopt evidenced- based curricula and to provide additional preventative services to students,
parents/guardians, faculty and staff. Among the agencies we work with are the Essex County District
Attorney’s Office, Massachusetts Partnerships for Youth (MPY), the Massachusetts Aggression
Reduction Center (MARC), Safe and Supportive Schools, Suffolk University Restorative Justice, KL
Greer consulting (digital citizenship presentations), and Northeastern Massachusetts Law Enforcement
Council (NEMLEC).

School counselors, nurses, school psychologists and special educators currently provide a variety of
skill-based services to students within the educational setting that include ongoing emotional support,
risk assessment, crisis intervention, and help with community- based counseling referrals when
appropriate. School counselors meet with students, parents and teachers as needed to collaboratively
address students’ academic, emotional and behavioral concerns. The District provides linguistically-
appropriate resources to identified families, drawing upon the expertise of interpreters and translators as
appropriate. School counselors, school psychologists and special needs educators and other mental
health support personnel maintain up-to-date information on community-based mental health referrals,
outside agencies and services for Medicaid eligible students. They work collaboratively to develop
positive behavior plans and other interventions enhancing social skills for students. They also work to
support parents, through offering parent workshops, as well as informing parents about outside
resources to bolster parenting skills and provide for the needs of children.

Among the services offered in various school buildings are the following:

● Individual and small group counseling
● Building-based student support teams (MTSS, Child Study) brainstorm wraparound supports
● Collaboration which takes place with outside agencies and therapeutic supports
● Crisis intervention support
● Facilitation of classroom meetings to resolve problems
● Restorative Justice circles
● School counseling curriculum which focuses on issues of respect, sexual harassment, student

success skills , social-emotional learning, executive functioning, self-advocacy, and social skills
● Peer Mediation



● School wide initiatives such as Kindness Club , Ipswich Advisory and Mentoring (IAM) Club,
PRIDE Club (middle school), Gay Straight Alliance (high school), Transition And Growth (TAG)
Club, and Teaching Tolerance to promote a prosocial culture within the school

● Lunch Bunch/friendship groups
● Parent-teacher meetings
● Transition planning
● Behavioral Support Plan development
● Classroom observations
● Teacher consultation
● Multilingual Leaders Club
● Diversity, Equity, and Inclusion (DEI) Committees at the school level
● No Place for Hate Initiatives

The District holds ongoing parent and staff training through collaboration with the Massachusetts
Aggression Reduction Center (MARC) at Bridgewater State University with Dr. Elizabeth Englander, and
dynamic, nationally-known speakers for families such as Lynn Lyons, LICSW, and Jessica Minahan,
PhD, BCBA. Our building-based teams meet on a weekly basis to examine student needs and
collaborate on effective strategies for individual and group needs.

For students with disabilities, the IEP Team examines student vulnerabilities in regard to exhibiting
bullying or being bullied. When the Team determines the student has a disability that affects social skills
development or the student is vulnerable to bullying, harassment, or teasing because of their disability,
the Team creates individualized social emotional supports that are included in the student’s IEP. These
may include social pragmatics groups, individual or small group counseling, incentivizing Behavior
Support Plans and other interventions.

The Ipswich Public Schools has current practices in place for referring students and families to outside
services. School counselors and other specialists help students and families access appropriate and
available services. Referrals comply with relevant laws and policies. Referrals to outside providers are
evaluated on a regular basis in reference to their availability, expertise for particular needs, and their
accessibility to families.

ACADEMIC AND NON-ACADEMIC ACTIVITIES

The Ipswich Public Schools provides age-appropriate instruction on bullying prevention in each school.

Bullying prevention curricula are based on evidence-based research that, among other things,
emphasizes the following approaches:

● empowering students to take action by knowing what to do when they witness other students
engaged in acts of bullying or retaliation, including seeking adult assistance;

● helping students understand the dynamics of bullying and cyberbullying, including the underlying
power imbalance;

● emphasizing cyber safety, including safe and appropriate use of electronic communication
technologies;

● enhancing students’ skills for engaging in healthy relationships and respectful communications;
● engaging students in a safe, supportive school environment that is respectful of diversity and

differences; and
● providing parents and guardians with information regarding the school bullying prevention

curricula



Initiatives also educate students about the student-related sections of the Ipswich Public Schools
Bullying Prevention and Intervention Plan through the Student Handbook, school assemblies and/or
small group meetings.

The following core components have been essential in establishing a safe and supportive school
environment that form the basis for the District’s efforts in bullying intervention and prevention activities:

● setting clear expectations for students and establishing school and classroom routines;
● creating safe school and classroom environments for all students, including for students with

disabilities, students of the LBGT community, and homeless students;
● communicating with parents and guardians regarding the schools’ goals and expectations
● for students and students’ safety
● using appropriate and positive responses and reinforcement, even when students require

discipline;
● using positive behavioral supports;
● encouraging adults to develop interest in, and positive relationships with students;
● modeling, teaching, and rewarding pro-social, healthy, and respectful behaviors;
● using positive approaches to behavioral health,including collaborative problem-solving,
● conflict resolution training, restorative justice, and positive behavioral supports.
● learning about becoming responsible digital citizens and
● supporting students’ interest and participation in non-academic and extracurricular activities,

particularly in their areas of strength.

POLICIES AND PROCEDURES FOR REPORTING AND RESPONDING TO BULLYING AND
RETALIATION

The Ipswich Public Schools has established policies and procedures for receiving and responding to
reports of bullying or retaliation. These policies and procedures ensure that all members of the school
community, including students, parents, and staff know what will happen when incidents of bullying
occur.

REPORTING PROCEDURES

Reports of bullying or retaliation may be made by staff, students, parents/guardians, or others in the
larger community, and may be oral or written. Staff members have been instructed that oral reports
made by, or to, a staff member must be recorded in writing. All employees are required to immediately
report to the building administrator any instance of bullying or retaliation the staff member becomes
aware of, or witnesses. Reports made by students, parents/guardians, or other non-employees may be
made anonymously. The district makes the reporting forms available to the community in each school
office, counseling and nursing offices and on the District website, accessed by a quick link on the
opening page under “Bullying Prevention . “

Forms can be found on the district website (link here) Report a Bullying Incident or via the QR code
here:

https://www.ipsk12.net/domain/407


At the beginning of each school year, the District provides the school community, including
administrators, staff, students, and parents/guardians, with notice of its policies for reporting acts of
bullying and retaliation. A description of the reporting procedures and resources, including the name and
contact information of the principal (or designee), is incorporated into student handbooks and on the
District website, so that information about the Ipswich Public Schools Bullying Prevention and
Intervention Plan is readily available to parents/guardians.

Staff members have been advised that they must immediately report to the principal (or designee) when
they witness or become aware of conduct that may be bullying or retaliation. The requirement to report
to the principal (or designee) does not limit the authority of the staff member to respond to behavioral or
disciplinary incidents consistent with the school’s policies and procedures for behavior management and
discipline.

PRACTICES TO PROTECT THE TARGETED STUDENT

The District expects students, parents/guardians, and others who witness or become aware of an
instance of bullying or retaliation involving a student to report it to the building administrator. Reports
may be made anonymously, but no disciplinary action can be taken against an alleged aggressor solely
on the basis of an anonymous report. Students, parents/or guardians, and others may request
assistance from a staff member to complete a written report. Students are provided practical, safe,
private and age-appropriate ways to report and discuss an incident of bullying with a staff member. This
is both to ensure their comfort with the process, as well as to prevent retaliation from the aggressor.

Before fully investigating the allegations of bullying or retaliation, the principal (or designee) assesses
the need to restore a sense of safety to the alleged target and/or to protect the alleged target from
possible further incidents. There may be circumstances in which the principal/ designee contacts
parents/guardians prior to any investigation. Notices are consistent with state regulations found in 603
CMR 49.00. Responses to promote safety include: creating a personal safety plan; pre-determining
seating arrangements for the target and/or the aggressor in the classroom, at lunch, or on the bus;
identifying a staff member who is prepared to act as a “safe person” for the target; and altering the
aggressor’s schedule and access to the target. The principal /designee can take additional steps to
promote safety during the course of, and after, the investigation, as necessary.

The principal/designee implements appropriate strategies for protection from bullying or retaliation when
a student has witnessed or reported bullying or retaliation, or provides information during an
investigation. The confidentiality of students and witnesses reporting alleged acts of bullying is
maintained to the extent possible given the school’s obligation to investigate the matter.

Upon determining that bullying or retaliation has occurred, the principal/ designee promptly notifies the
parents/guardians of the target and the aggressor of the incident and discusses the planned response.

OBLIGATIONS TO NOTIFY OTHERS

If the reported incident involves students from more than one school district, charter school, non-public
school, approved private special education day or residential school, or collaborative school,
administrators are aware that the principal/designee) first informed of the incident promptly notifies by
telephone the principal (or designee) of the other school/s about the incident so that each school may
take appropriate action. All communications are in accordance with state and federal privacy laws and
regulations, and 603 CMR.

At any point after receiving a report of bullying or retaliation, including after an investigation, if the



principal/designee has a reasonable basis to believe that criminal charges may be pursued against the
aggressor, the principal/ designee notifies the local law enforcement agency. Notice is consistent with
the requirements of 603 CMR 49.00 and the District’s locally- established agreements with the local law
enforcement agency. Also, if an incident occurs on school grounds and involves a former student under
the age of 21 who is no longer enrolled in school, the principal/ designee contacts the local law
enforcement agency if there is a reasonable basis to believe that criminal charges may be pursued
against the aggressor. In making this determination, the principal, consistent with the Plan and with
applicable school and District policies and procedures, consults with local law enforcement/School
Resource Officer (SRO), and other individuals the principal deems appropriate.

INVESTIGATION

The principal promptly investigates all reports of alleged bullying or retaliation by considering all
available information, including the nature of the allegation(s) and the ages of the students involved.
During the investigation the principal/designee may interview students, staff, witnesses,
parents/guardians and others as necessary. The principal informs the alleged aggressor, target, and
witnesses that retaliation is strictly prohibited and can result in disciplinary action. Interviews are
conducted by the principal /designee, and other staff members or counselors as appropriate. To the
extent practicable, and given the obligation to investigate and address the matter, the principal maintains
confidentiality during the investigative process. The principal also maintains a written record of the
investigation.

Procedures for investigating reports of bullying and retaliation are consistent with District policies and
procedures for investigations and for possible disciplinary action. If necessary, the principal consults with
the Superintendent regarding consultation with legal counsel pertaining to the investigation of the
alleged report.

DETERMINATION

The principal makes a determination based upon all of the facts and circumstances. If, after
investigation, bullying or retaliation is substantiated, the principal/designee takes steps reasonably
calculated to prevent recurrence and to ensure that the target is not restricted in participating in school
or in benefiting from school activities. The principal will:

1) determine what remedial action, if any, is required, and
2) determine what actions and/or disciplinary action are necessary.

Depending upon the circumstances, the principal/ designee may choose to consult with the students’
teacher(s) and/or school counselor, and the target’s or aggressor’s parents/guardians, to identify any
underlying social or emotional issues that may have contributed to the bullying behavior and to assess
the level of need for additional social skills development or counseling. In the case of students with
special education needs, the principal will confer with the IEP team to ensure that appropriate attention
is given to the student’s identified disability (ies).

The principal/designee promptly notifies the parents/guardians of the target and the aggressor about the
results of the investigation and, if bullying or retaliation is found, what action is being taken to prevent
further acts of bullying or retaliation. All notices to parents comply with applicable state and federal
privacy laws and regulations. Because of the legal requirements regarding the confidentiality of student
records, the principal does not report specific information to the target’s parents/guardians about the
disciplinary action taken unless it involves a “stay away” order or other directive that the target must be
aware of in order to enforce violations.



SKILL BUILDING

The Ipswich Public Schools have a range of individualized strategies and interventions that may be used
in response to remediate a student’s social skills or to prevent further incidents of bullying and/or
retaliation.

Upon determining that bullying or retaliation has occurred, the law requires that the district use a range
of responses that balance the need for accountability with the need to teach appropriate behavior,
consistent with M.G.L. c. 71, ch 370(d)(v). Skill-building approaches that the principal considers include:

● offering individualized skill-building sessions based on the district’s anti-bullying curricula;
● providing relevant educational activities for individual students or groups of students, in

consultation with school counselors and other appropriate school personnel;
● implementing a range of academic and non-academic positive behavioral supports to help

students understand prosocial ways to achieve their goals;
● meeting with parents/guardians to engage parental support and to reinforce the anti-bullying

curricula and social skills-building activities at home;
● adopting behavioral plans to include a focus on developing specific social skills; and
● making a referral for evaluation.

TAKING DISCIPLINARY ACTION

If the principal decides that disciplinary action is appropriate, the disciplinary action is based on the facts
found during the investigation, including the nature of the conduct, the age of the student(s) involved,
and the need to balance accountability with the teaching of appropriate behavior. Discipline is consistent
with the Ipswich Public Schools Bullying Prevention and Intervention Plan, the school’s code of conduct
as outlined in the student handbook and applicable state and federal law, the federal Individuals with
Disabilities Education Improvement Act (IDEA), and state laws governing discipline procedures for
students with disabilities. If the principal determines that a student knowingly has made a false allegation
of bullying or retaliation, that student may be subject to disciplinary action consistent with the school’s
code of conduct/student handbook.

PROMOTING SAFETY

The principal considers what adjustments, if any, are needed in the school environment to enhance the
sense of safety for the target and others. Within a reasonable period of time following the determination
and the ordering of remedial and/or disciplinary action, the principal follows up with the target to
determine whether there has been a recurrence of the prohibited conduct and if additional supportive
measures are needed. If so, the principal then works with appropriate school staff to implement these
measures.

COLLABORATION WITH FAMILIES

The Ipswich Public Schools Bullying Prevention and Intervention Plan includes strategies to engage and
collaborate with students’ families in order to increase the capacity of our schools and District to prevent
and respond to bullying. Communication with families is necessary for effective collaboration. Provisions
for informing parents/or guardians about the bullying prevention and intervention curricula used by the
schools include sharing information about the following:

● how parents/guardians can reinforce the curricula at home and support the District Plan;
● the dynamics of bullying; and
● online safety and cyberbullying.



Parents/guardians are notified each year about the student- related sections of the Ipswich Public
Schools Bullying Prevention and Intervention Plan.

The District collaborates with School Councils and parent organizations such as the PTA, and other
parent groups to offer resources, information and programs to parents/guardians on the parental
components of the anti-bullying curricula and social skills curricula used by the district, along with online
safety and cyberbullying. Information is made available to parents/ guardians in hard copy and electronic
formats, and will be available in the language/s most prevalent among parents/guardians. The Ipswich
Public Schools Bullying Prevention and Intervention Plan and related information is posted on the
District website.

PROHIBITION AGAINST BULLYING AND RETALIATION

The Ipswich Public Schools does not tolerate unlawful or disruptive behavior, including bullying,
cyberbullying, or retaliation, in school buildings and grounds, on school buses or in school activities. The
District investigates all reports and complaints of bullying, cyberbullying, and retaliation, and takes
prompt action to end that behavior and restore the target’s sense of safety. The Ipswich Public Schools
supports this commitment in all aspects of our school community, including curricula, instructional
programs, staff development, extracurricular activities, and parent/guardian involvement. Acts of
bullying, which include cyberbullying, are prohibited:

● on school grounds, at school-sponsored activities, functions or programs whether on or off
school grounds, on schools buses, or through the use of technology or electronic devices owned,
leased, or used by the district, and

● at a location, activity, function, or program that is not school-related through the use of
technology or an electronic device that is not owned, leased, or used by a school district, if the
acts create a hostile environment at school for the target or witnesses, infringe on their rights at
school, or materially and substantially disrupt the education process or the orderly operation of a
school.

Retaliation against a person who witnesses and reports bullying, provides information during an
investigation of bullying, or has reliable information about bullying is also prohibited. As stated in M.G.L.
c. 71, section 370, nothing in this Plan requires the District or school to staff non-school related activities,
functions, or programs.

PROBLEM RESOLUTION SYSTEM

The District informs the parents or guardians of the target about the Department of Elementary and
Secondary Education’s problem resolution system and the process for seeking assistance or filing a
claim through the problem resolution system.

Parents are informed that, in the event that they do not believe they or their children have been afforded
the necessary assistance to resolve the bullying behavior, they have recourse to the DESE Problem
Resolution System (PRS) at https://www.doe.mass.edu/prs/ to file a complaint and seek additional
support.

Any parent wishing to file a claim/concern or seeking assistance outside of the District may do so with
the DESE Problem Resolution System. Emails can be sent to compliance@ does.mass.edu or
individuals can call 781-338-3700. This information is also available in the Superintendent's office.

https://www.doe.mass.edu/prs/


DEFINITIONS

Several of the following definitions are transferred directly from M.G.L. c. 71, section 370.

AGGRESSOR is a student who engages in bullying, cyberbullying, or retaliation.

BULLYING as defined in M.G.L. c. 71, section 370, is the repeated use by one or more students of a
written, verbal, or electronic expression or physical act or gesture or any combination thereof, directed at
a target that:

● causes physical or emotional harm to the target or damage to the target’s property
● places the target in reasonable fear of physical harm or damage to personal property
● creates a hostile environment at school for the target
● infringes on the rights of the target at school, or
● materially and substantially disrupts the education process or orderly operation of a school.

CYBER-BULLYING is bullying through the use of technology or electronic devices such as telephones,
cell phones, computers, and the Internet. It includes, but is not limited to, email, instant messages, text
messages, and Internet postings. See M.G.L. c. 71, section 370 for the legal definition of cyberbullying.

HOSTILE ENVIRONMENT, as defined in M.G.L. c. 71, section 370, is a situation in which bullying
causes the school environment to be permeated with intimidation, ridicule, or insult that is sufficiently
severe or pervasive to alter the conditions of a student’s education.

RETALIATION is any form of intimidation, reprisal, or harassment directed against a student who reports
bullying, provides information during an investigation of bullying, or witnesses or has reliable information
about bullying.

STAFF includes, but is not limited to, educators, administrators, counselors, school nurses, cafeteria
workers, custodians, bus drivers, and athletic coaches, advisors to extracurricular activities, support
staff, or paraprofessionals.

TARGET is a student against whom bullying, cyberbullying, or retaliation has been perpetrated.

RELATIONSHIP TO OTHER LAWS

Consistent with state and federal laws, and the policies of the Ipswich Public Schools, no person shall be
discriminated against in admission to a public school of any town or in obtaining the advantages,
privilege and courses of study of such public school on account of race, color, religion, ancestry, national
origin, sex, socioeconomic status, homelessness, academic status, gender identity or expression,
physical appearance or sensory disability, or by association with a person who has or is perceived to
have one or more of these characteristics. Nothing in the Ipswich Public Schools Bullying Prevention
and Intervention Plan prevents the school or district from taking action to remediate discrimination or
harassment based on a person’s membership in a legally protected category under local, state, or
federal law, or district policies. In addition, nothing in the Ipswich Public Schools Bullying Prevention and
Intervention Plan is designed or intended to limit the authority of the school or District to take disciplinary
action or other action under M.G.L. c. 71, section 37H or 37H3/4, other applicable laws, or District
policies in response to violent, harmful, or disruptive behavior, regardless of whether this Plan covers the
behavior.

















Section 9

Discipline Procedures for Special
Education Students



Discipline

Each school has a Student Handbook that describes the rules for student conduct for that school.
Students with disabilities are expected to follow the rules of conduct for their school unless specifically
noted in the IEP. Under circumstances where the student’s disability precluded the student being able
to follow certain school rules, or where accommodations are necessary because of the student’s
disability, this will be specifically noted in the IEP.

The goal of the disciplinary process is not to punish students, but rather, to educate students regarding
the expectations and rules of conduct that will govern their lives in a post-school environment.
Although general disciplinary regulations permit a suspension of up to ten (10) days before meeting,
this practice is discouraged. Suspensions, even those referred to as “in-house”, remove a student from
typical educational supports. Students with disabilities are entitled to access their special education
services when suspended; therefore, arrangements must be made to provide these services.

Functional Behavior Assessment (FBA)

Best Practice, rather than allowing suspensions to accumulate, dictates that the Team examine the
factors in the student’s environment that may be triggering the unacceptable behavior. This can be
investigated in an organized manner through a Functional Behavior Assessment (FBA) conducted
either by a Board Certified Behavior Analyst (BCBA) or school psychologist trained in completing FBAs.
The purpose of the FBA is to identify the triggers for the unacceptable behaviors and create alternatives
via a system of Positive Behavioral Supports. A sample FBA template is included in this section. A
Behavior Intervention Plan (BIP) may be written as a result of the FBA to reinforce positive supports.

Manifestation Determination

When a student with disabilities approaches an exclusion of ten (10) days, the Team must convene to
determine whether the behavior is a direct result of the student’s disability. This is called a
Manifestation Determination. If the Team determines that the behavior is not a direct result of the
disability, then the school may discipline the student according to the school’s code of student conduct,
although the District must continue to provide the student with special education services during the
period of suspension or expulsion. If the Team, however, determines the behavior to be a direct result
of the disability, the student may not be excluded from the current education placement (except in the
case of weapons, drugs, or serious bodily injury) until the Team develops and the parents consent to a
new IEP.

In the event a student possesses, uses, sells, or solicits a controlled substance or possesses a weapon
or seriously injures an individual at school or a school function, the student may be placed in an Interim
Alternative Education Setting (IAES) for up to forty-five (45) days, upon determination that the current
placement is likely to result in injury to the student or others. When a parent disagrees with the Team
decision regarding placement, the parent has a right to request an expedited due process hearing from
the Bureau of Special Education Appeals (BSEA).



DISCIPLINE PROCEDURES FOR STUDENTS WITH DISABILITIES

Students identified as receiving Special Education and/or related services are expected to meet the
requirements for behavior, unless otherwise determined by the IEP process as set forth in the school
handbooks. Additional provisions that can be made for students in special education include the
following:

1. The student’s IEP will indicate if the student’s disability requires a modification of the discipline
code.

2. The school principal must notify the school’s special education program manager of the
suspension offense within one school day. The program manager will immediately notify the
Director of Pupil Personnel Services.

The provisions also apply to:

1. Students who have had concern expressed in writing by parents;
2. Students for whom staff have expressed concerns regarding a pattern of concerning behavior.

This concern may have been expressed by the principal, program manager, or PPS Director.
3. Students who are in the process of having been referred for an evaluation or suspected as

having a disability.

These provisions do not apply to students whose parents have refused an evaluation or special
education services. They also do not apply to students who have been evaluated and found ineligible.

The school principal, special education staff, counselors, and other related service providers have all
been trained in understanding the regulations regarding the following:

● Free and Appropriate Public Education (FAPE): The Ipswich Public School District is
responsible for providing FAPE to all students. A special education student may not be
suspended for more than ten (10) days without the provision of FAPE. Schools are responsible
for ensuring that students receive educational services that allow access to the general
curriculum and can make progress toward IEP goals.

● Manifestation Determination: For suspensions that will extend beyond ten (10) school days,
the special education Team must determine if the behavior that warranted the disciplinary action
was caused by or had a direct relationship to the disability, or was a direct result of the school
district’s failure to implement the IEP.

● Functional Behavioral Assessment (FBA): An FBA must be completed within 10 school days
after the 11th day of suspension. In the Ipswich Public Schools, the standard practice is to
closely monitor student suspensions and patterns and proactively begin an FBA at or around
the 7th day of suspension. The goal of the FBA is to determine the function or reason for the
problematic behavior(s) and proactively develop a positive Behavior Intervention Plan (BIP).

● Interim Alternative Educational Setting (IAES): An IAES is a change in placement that
allows the student to receive educational services. Teams must decide, based on a student’s
unique circumstances, when an IAES is appropriate for suspensions that extend beyond ten



(10) days. Teams must work with the PPS Director to discuss IAES options that are appropriate
and available.

Special circumstances exist when a student engages in a behavior that includes the following:

1. Possession of a weapon
2. Possession of drugs
3. Potential to cause serious bodily harm

If the behavior includes one or more of the above, the principal of the school may order the student to
an IAES for up to 45 school days or beyond, if deemed appropriate. Parents will have been informed of
this process through provision of both oral and written notice regarding the opportunity for a hearing. In
the case of the special education student, the Manifestation Determination Meeting will be held to
examine the potential nexus of the offense to the disability. Early scheduling of this meeting allows the
Team to examine the patterns of behavior, and discuss appropriate responses to support the student,
including assessments and/or changes to the IEP.
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Introduction 
The Massachusetts Department of Elementary and Secondary Education (Department) recently 
made updates to the Individualized Education Program (IEP) form. These changes are intended 
to strengthen the IEP process and improve the educational outcomes and experiences of 
students with disabilities in the Commonwealth. The IEP Improvement Project is intended to 
provide schools, districts, and families with more than newly designed and updated forms. It is 
also intended to provide opportunities for families, schools, and districts to work together to 
build better systems that more effectively support students with disabilities. To do this, the 
Department encourages IEP Teams to come to a shared understanding that the completed IEP 
will capture the IEP Team’s determination of individualized instruction, services, and supports 
for each student with an identified disability.  

The updated IEP is a tool to help improve outcomes for students with disabilities by building on 
individual student strengths. Additionally, the language used in the updated IEP is intended to 
be easily accessible to students and their families. The updated IEP also reflects the 
requirement that students with disabilities are placed in the least restrictive environment 
consistent with their needs. The updated IEP also seeks to strengthen the transition planning 
process to better prepare students for independence in adult life, including post-secondary 
education and employment.  

The purpose of this Technical Guide is to help IEP Teams write IEPs that provide students with 
disabilities with the special education and related services to which they are entitled under 
federal and state laws and regulations. This Technical Guide is intended to lead the reader 
through the updated IEP form and should be used in conjunction with other guidance, technical 
assistance, and tools available on the Department’s IEP Improvement webpage. 

Effective Student and Parent Engagement 

Throughout this document, the Department has included some helpful points on how to 
proactively engage families in the IEP process. It is important to consider that some families 
may be unfamiliar with the public education system in the United States, and face language and 
cultural barriers that make the IEP process especially unfamiliar. The school district’s proactive 
support and engagement of families throughout the IEP process is especially important to 
promote meaningful participation and student success. For example, schools may schedule a 
meeting or conversation with the parent and student in advance of the IEP Team meeting so 
that the family and school staff can exchange information, improve communication, and discuss 
the IEP Team process. Such conversations may occur over the phone, video call, or in-person. 
School districts should use appropriate and competent interpreters during meetings with 
families that have limited proficiency in English and written documents should be translated in 
the primary language of the home, if such primary language is other than English. Some 
students may need support preparing for the IEP Team meeting and may find it particularly 
helpful to have an opportunity to connect with a trusted teacher, paraprofessional, or related 
service provider before it. 

https://www.doe.mass.edu/sped/ImproveIEP/default.html
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IEP Form Components 

Student and Parent Concerns  

 

This section is intended to help the IEP Team focus its discussion on the student’s concerns and 
needs, as well as the concerns of their parents. Schools and districts should consider conferring 
with students and parents prior to the IEP meeting and reminding them that the meeting will 
begin with their concerns. The IEP Team should consider areas of concern that may impact the 
student’s progress in education. Examples of topics to consider when completing this section 
include, but are not limited to academic skills, social skills, behavioral needs, independent 
functioning, and daily living skills. For students engaged in post-secondary transition planning, 
the IEP Team should prompt students and parents to share concerns that relate to the 
student’s post-secondary success.  

Student and Team Vision  

 

The Student and Team Vision section of the IEP contains two components:  

1. The Student’s Vision statement, differentiated by age level (3-13 and 14-22), and  

2. Additional Team Vision Ideas. 
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Some key points relating to this section of the IEP form: 

 Students may need assistance developing their vision statement prior to the IEP Team 
meeting. Such assistance may be provided by a trusted teacher, related service 
provider, school counselor, paraprofessional, etc. 

 Students who are 13 but will turn 14 during the new IEP period should respond to the 
questions for students aged 14-22. 

 For students aged 14-22, the “Student's Vision/Post-Secondary Goals” section is a first 
step toward transition planning. More transition planning information appears later in 
the IEP. 

 The “Student’s Vision” section will vary by student, as each student is unique. The vision 
expressed by the student should be used to guide the rest of the IEP process. Effective 
relationship building with students and family engagement outside of and during the IEP 
Team meeting may provide the IEP Team with an understanding of the family and 
cultural contexts from which the student vision has emerged. 

Student and Parent Vision Considerations 

Before the IEP Team meeting, consider: 

 Providing the student and parent with the vision questions. 

 Sharing projects, drawings, or writings with other members of the IEP Team that the student has 
created about their personal vision. 

 If there is a staff person in an advisory role that has relevant information, obtain such information 
as needed. 

 If there is information in the guidance or cumulative records (for example, parent or student 
surveys) that may contribute to the discussion. 

During the IEP Team meeting, consider: 
 The student’s participation in any interest inventories, career exploration, or discussions about 

career and technical education through the guidance office if appropriate. 

 Parent input on discussions the family has had about the student’s life after high school if 
appropriate. 

After the IEP Team meeting, consider: 
 Following up with the student for additional information or clarification if needed.  

The “Additional Team Vision Ideas” section is for the IEP Team members (other than the 
student) to respond to the student’s vision. Please give special consideration to parental input 
when completing this section.  
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Student Profile  

 

The Student Profile section is used to identify all disabilities determined through the special 
education eligibility process. It is important to note that a student’s disability determination on 
an IEP may not always align with medical or other diagnostic evaluations. If relevant, more 
information about the student’s disability can be included when describing the impact of the 
student’s disability in other sections of the IEP. For example, the IEP Team might identify a 
student as having a specific learning disability in their Student Profile and further explain that 
the student has dyslexia, dysgraphia, or dyscalculia in later sections of the IEP. 

English Learners 

 

If the student with a disability has also been identified as an English learner (EL), the IEP Team 
should mark “Yes” in this section and answer the subsequent questions.  

When an EL has a disability, the Individuals with Disabilities Education Act (IDEA) requires that 
the IEP Team consider the student’s language needs as they relate to the IEP. It is therefore 
essential for the IEP Team to include those with the knowledge of the student’s language 
needs. Specifically, it is important that the IEP Team include “professionals with training, and 
preferably expertise, in second language acquisition and an understanding of how to 
differentiate between the student’s limited English proficiency and the student’s disability.”1 

 
1 See 1/7/2015 Dear Colleague Letter, English Learner Students and Limited English Proficient Parents at 26-27 (available at 
https://www2.ed.gov/about/offices/list/ocr/letters/colleague-el-201501.pdf). 

https://www2.ed.gov/about/offices/list/ocr/letters/colleague-el-201501.pdf
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English Learner Considerations 

Before the IEP Team meeting, consider: 
 Collecting information about the student’s English Learner Education program, English as a Second 

Language (ESL) services, and progress towards English language proficiency benchmarks. 
 Reviewing the student’s latest EL assessment data. 

During the IEP Team meeting, consider: 
 Having a copy of the English Learner Toolkit- Tool #2 Considering the Influence of Language 

Differences and Disability on Learning Behaviors, as a reference for the IEP Team’s discussion, as 
needed.  

 Discussing consultation time between the ESL teacher, the special education teacher, or others, as 
needed. 

After the IEP Team meeting, consider: 
 Scheduling regular planning meetings so that the student’s services remain well coordinated. 

ESL teachers and others familiar with the student’s language development often bring to the 
IEP Team knowledge of: 

 The impact of the student’s disability on the process of language acquisition; 

 How the student’s disability-related needs will be met in their English Learner Education 
program, such as Sheltered English Immersion, Dual Language Education, or Transitional 
Bilingual Education; 

 How the student may be able to use language supports to enhance learning and 
demonstrate understanding of content; 

 How the EL’s language needs relate to the IEP; 

 Strategies for teaching ELs in ways that are linguistically and culturally relevant; 

 The student’s progress toward English language proficiency. 

The above information helps provide a basis for understanding the student’s needs as an EL 
with a disability and how these needs will be addressed in the IEP. 

The Department encourages districts and schools to develop procedures and practices for 
communication and collaboration between special education and EL education staff regarding 
support and services for ELs with disabilities. For example, the IEP Team may determine the 
need for consultation between the ESL teacher and the special education teacher to address 
the student’s language access, disability related needs, and monitor progress.  

The U.S. Department of Education has created a resource to assist in this general area: “Tool #3: 
Developing an IEP for an English Learner with a Disability”2 from the EL Tool Kit,3 providing a checklist 
for developing IEPs for ELs.  

 
2 Available at https://www2.ed.gov/about/offices/list/oela/english-learner-toolkit/chap6.pdf p. 11. 
3 Available at https://ncela.ed.gov/sites/default/files/legacy/files/english_learner_toolkit/OELA_2017_ELsToolkit_508C.pdf.  

https://ncela.ed.gov/sites/default/files/legacy/files/english_learner_toolkit/OELA_2017_ELsToolkit_508C.pdf
https://ncela.ed.gov/sites/default/files/legacy/files/english_learner_toolkit/OELA_2017_ELsToolkit_508C.pdf
https://www2.ed.gov/about/offices/list/oela/english-learner-toolkit/chap6.pdf
https://www2.ed.gov/about/offices/list/oela/english-learner-toolkit/chap6.pdf
https://ncela.ed.gov/sites/default/files/legacy/files/english_learner_toolkit/OELA_2017_ELsToolkit_508C.pdf
https://www2.ed.gov/about/offices/list/oela/english-learner-toolkit/chap6.pdf
https://ncela.ed.gov/sites/default/files/legacy/files/english_learner_toolkit/OELA_2017_ELsToolkit_508C.pdf
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Assistive Technology  

 
In this section, the IEP Team must indicate if the student requires assistive technology devices 
or services. If yes, please identify which sections of the IEP will be used to address the student’s 
assistive technology needs.  

Present Levels of Academic Achievement and Functional Performance 

Academics  

 
The Present Levels of Academic Achievement and Functional Performance (“Present Levels”) 
section of the IEP has four components: 1. Academics, 2. Behavioral/Social/Emotional, 3. 
Communication, and 4. Additional Areas.  

Some key points: 
1. Use clear, easy to understand, language. 
2. When including information from evaluations, the IEP Team may include the key 

conclusions from those evaluations rather than repeating extensive details that can be 
easily found by reading those evaluations separately from this IEP. 

3. Discuss Present Levels holistically, rather than limiting conversation on a particular topic to 
specific individuals. For example, the middle school English teacher may not be the only 
person on the IEP Team who understands the student’s literacy progress. The student’s 
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parents, history teacher, school psychologist, special education teacher, etc. all might have 
ideas to share about the student’s literacy progress.  

4. Include the student’s strengths, interests, and preferences in relation to the relevant 
Present Levels. 

5. The IEP Team should comment on each component that is relevant to the student. If a 
component or components are not relevant to the student, write “Not applicable.”  

Present Levels Considerations 

Before the IEP Team meeting, consider: 

 Gathering data and information about the student's current performance and preparing 
information that is most timely and relevant for the IEP Team meeting. 

 Asking the student about where they are having difficulties in school to help inform the IEP Team 
discussions. 

During the IEP Team meeting, consider: 

 Discussing skills that are necessary across curricular areas which may inform the IEP Team as to 
the impact of the disability on involvement and progress. 

 Asking the student about what they see as their strengths, interests, and preferences.  

After the IEP Team meeting, consider: 

 As appropriate, sharing  the student’s strengths, interest areas, and preferences to assist them the 
student’s teachers in planning and building on the student’s strengths. 

 

Autism Specific Questions 

State law requires IEP Teams to consider and address the following areas for all students who have a 
disability on the autism spectrum:  
 the verbal and nonverbal communication needs of the child;  
 the need to develop social interaction skills and proficiencies;  
 the skills and proficiencies needed to avoid and respond to bullying, harassment or teasing;  
 the needs resulting from the child's unusual responses to sensory experiences;  
 the needs resulting from resistance to environmental change or change in daily routines;  
 the needs resulting from engagement in repetitive activities and stereotyped movements;  
 the need for any positive behavioral interventions, strategies, and supports to address any 

behavioral difficulties resulting from autism spectrum disorder; and other needs resulting 
from the child's disability that impact progress in the general curriculum, including social and 
emotional development.  
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Behavioral/Social/Emotional 

 

Under this section, IEP Teams should consider the use of positive behavioral interventions and 
supports, and other strategies to address the student's behavior that impedes their learning or 
that of others as appropriate and necessary.   

Students with disabilities face increased rates of bullying, harassment, and teasing, whether as the 
target or the aggressor. To help students be prepared and make good choices during these 
challenging situations, the IEP Team should consider skills necessary for students to address bullying.  

Communication  

 

Describing the Present Levels for Communication involves gathering comprehensive information 
about the student’s abilities, strengths, areas of need, and the impact of their disability.  

If the student requires Augmentative and Alternative Communication (AAC) devices/systems, it 
is important to specify the student’s present levels of performance in navigating 
communication devices, selecting appropriate symbols or words, and effectively conveying their 
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messages across school, home, and community settings if appropriate. The IEP Team should 
discuss and document whether and how the student’s needs will be addressed through 
accommodations and modifications, goals and objectives, services, and/or additional information 
discussed later in the IEP. 

Additional Areas 

 

When examining the Present Levels, consider additional areas that might be relevant to the 
student’s disability, such as activities of daily living, health, hearing, motor, sensory and vision. 

Deaf/Hard of Hearing 

For students who are Deaf or hard of hearing, the IEP must indicate which section of the IEP will 
address their language and communication needs. The IEP Team must consider the student’s 
language and communication needs, opportunities for direct communication with peers and 
professional personnel in the student’s language and communication mode, academic level, and full 
range of needs, including opportunities for direct instruction in the student’s language and 
communication mode. 

Blind/Visually Impaired 

In the case of a child who is blind or visually impaired, the IEP Team must determine how it will 
provide for instruction in Braille and the use of Braille unless the IEP Team determines, after an 
evaluation of the child's reading and writing skills, needs, and appropriate reading and writing media 

https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=7fd9f9efac7a11c68c7fbb4a2779de69&term_occur=999&term_src=Title:34:Subtitle:B:Chapter:III:Part:300:Subpart:D:Subjgrp:59:300.324
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(including an evaluation of the child's future needs for instruction in Braille or the use of Braille), that 
instruction in Braille or the use of Braille is not appropriate for the child. 

Postsecondary Transition Planning  

 

Postsecondary Transition Planning Considerations 

Before the IEP Team meeting, consider: 
 Providing the parent with information about the difference between earning a diploma and a 

certificate of completion, if applicable. 
 Providing the student’s guidance counselor with questions about the student’s planned course of 

study, credits earned and needed etc. 
 Gathering data from a work coach or other adults who have involvement in the student’s 

employment and community experiences. 
 Asking the student about their strengths, interest areas, and preferences. 

During the IEP Team meeting, consider: 
 Orienting the IEP Team to the student vision completed at the beginning of the meeting. 

https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=7fd9f9efac7a11c68c7fbb4a2779de69&term_occur=999&term_src=Title:34:Subtitle:B:Chapter:III:Part:300:Subpart:D:Subjgrp:59:300.324
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 Orienting the IEP Team to the present levels of achievement section for relevant information 
about strengths, interest areas, and preferences for transition planning. 

 Discussing any interest inventories, career readiness, etc. that the student completed with the 
school counseling office. 

IEP postsecondary transition planning is designed to help students with disabilities successfully 
transition from high school to postsecondary education, vocational training, employment, and 
independent living. The goal of the planning process is to provide support and accommodations 
for a smooth transition, and to help students achieve their educational and career goals. 
Because postsecondary transition can now be found in the IEP form, rather than in a separate 
document, the Department asks that schools and districts take a close look at this section for 
important information.  

Community and Interagency Connections  

 

This section documents the agencies and community organizations the student is working with 
as part of their transition from secondary school. The purpose of this section is to promote 
coordination and communication between the school and the community or agency providers. 
If this section does not apply to the student, please write, ”Not applicable.” Otherwise, provide 
the name of the agency or organization, and give a brief description of the support provided 
and the roles and contact information of school staff who will serve as liaisons to the agency or 
organization. 
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Transfer of Rights to Student  

 

Transfer of rights to a student in special education refers to the process by which certain rights 
and responsibilities under IDEA transfer from the parents to the student once they reach the 
age of majority or become legally emancipated. The age of majority is 18 in Massachusetts.  

No later than one year before the student reaches the age of 18, the school district must 
provide notice to the parents or guardians and the student that the rights will transfer to the 
student. This notice typically includes information about the transfer of rights, a description of 
the rights that will transfer, and information about the procedures and options available to the 
student. IEP Teams should use this section to document if and when the transfer of rights 
notice was provided to the student and parent(s). 

Decision-Making Options for Student  

 

IEP Teams should use this section to document which option the student or student’s legal 
guardian selected. If no option has been selected, leave this section blank. 
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Transition to Adult Service Agency or Agencies-688 Referral  

  

In Massachusetts, 688 referral refers to the process of transitioning qualifying students with 
disabilities from the K-12 educational system to an adult services agency. 

To complete this section, IEP Teams should: 

1. Determine if the student is within two years of exiting special education services.  

• At what age will the student exit from special education services? Will the student be 
within two years of that date during this IEP period? If so, select yes. If not, select no. 

2. Determine if the student meets the criteria for a 688 referral. More information about the 
688 referral process including eligibility criteria can be found on the Department’s Chapter 
688 webpage. 

3. Document when the 688 referral was or will be made or, alternatively, select the option 
stating that the IEP Team has determined that the student does not meet the criteria for a 
688 referral. 

4. Finally, if a 688 referral has been submitted, identify the agency to which the referral was 
made. 

https://www.doe.mass.edu/sped/iep/688/
https://www.doe.mass.edu/sped/iep/688/
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Accommodations and Modifications  

 

IEP accommodations and modifications are two kinds of supports that may be provided for 
students with disabilities through their IEP. In general, the key differences are: 

 Accommodations Modifications 

General Purpose  Provide access to the general 
education curriculum by addressing 
barriers or challenges. 

 Level the playing field so students 
can fully participate in educational 
activities. 

 Make changes to curriculum, 
instruction and/or assessment 
directly tailored to individual 
needs. 

 Alter what is being taught or 
assessed to match the student's 
abilities and learning goals. 
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Typical Nature of 
Changes 

 Content and standards of the 
curriculum are not changed. 

 The ways in which educators 
present information and the ways 
in which students demonstrate 
their knowledge or skills are 
adjusted to allow for access to 
curriculum and instruction. 

 The curriculum is adapted to focus 
on key concepts. 

 Content is simplified. 

 Complexity of assignments or tasks 
is reduced. 

Examples  Providing extra time on tests. 

 Using assistive technology. 

 Providing visual prompts and 
instructions. 

 

 Using alternative assignments. 

 Direct, explicit, multi-sensory 
instruction. 

 In language arts, providing 
modified materials at a different 
reading level. 

Both accommodations and modifications are individualized based on the student's specific 
needs resulting from their identified disabilit(ies).  
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Accommodations Considerations 

Before the IEP Team meeting, consider: 
 Providing definitions of accommodations to all IEP Team members. 

 Observing the student in different settings to gather data on the types of accommodations that 
might be necessary. 

 Compiling recommendations from current assessments, both formal and informal, and preparing 
to share them with the IEP Team. 

 Providing IEP Team members with examples of the different types of accommodations 
(presentation, response, timing/scheduling, and setting/environment). 

During the IEP Team meeting, consider: 
 Asking the parent and student about accommodations the student might be accessing outside of 

school and discussing any implications for the new IEP.  

 Reviewing the data collected about the effectiveness of the accommodations the student may be 
currently receiving. 

After the IEP Team meeting, consider: 
 Collecting relevant data to determine the effectiveness of accommodations. 

Accommodations for Presentation of Instruction  
When providing accommodations for presentation of instruction, the goal is to provide access 
to the materials and content being shared so that students with disabilities can effectively 
participate in the learning experience. Here are some common accommodations: 

1. Providing alternative presentation formats such as a PowerPoint rather than a verbal 
presentation or replacing or supplementing the standard class presentation with posters or 
other visual aids. 

2. Providing visual supports can be beneficial for students with disabilities such as attention 
deficits or visual impairments. Visual organizers or outlines can help to structure the 
presentation. Visual aids such as diagrams, charts, or pictures, can enhance student 
understanding. Providing written instructions or key points on the board or in handouts 
may clarify the instructor’s expectations. 

3. Providing additional communication supports for students with disabilities such as speech or 
language impairments. These include the use of speech-generating devices, communication 
apps, or other assistive technology; providing a communication partner or facilitator; or 
using alternative means of communication such as sign language or written responses. 

4. Pairing students with disabilities with a peer mentor or allowing them to co-present with a 
partner can provide additional support and alleviate anxiety. 
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Accommodations for Responses 
The aim in providing these accommodations is to support students with disabilities in effectively 
communicating their knowledge and ideas. Here are some common accommodations: 

1. Providing alternative response formats that can accommodate students with different 
learning styles or communication needs. These might include allowing oral rather than 
written responses; the use of speech-to-text software, word prediction tools, or other 
assistive technology; or using visual aids or graphic organizers to structure written 
responses. 

2. Simplifying language prompts for students with language or processing difficulties, which 
can enhance their understanding and ability to respond. Consider using clear and concise 
language in instructions and questions, breaking down complex tasks or questions into 
smaller, more manageable parts, and providing visual cues or examples to help students 
understand what is being asked. 

3. Allowing students who have motor or coordination challenges to use a scribe (someone 
who writes down their dictated responses) or providing them with typing assistance to 
support their ability to effectively convey their thoughts. 

4. Breaking assignments or tasks into smaller sections (chunking) or allowing for partial 
completion can help students with attention or executive functioning difficulties. 

5. Pairing students with disabilities with a peer mentor or allowing them to work collaboratively 
with a partner can provide valuable support and assistance during response activities. 

Timing and Scheduling Accommodations 
These accommodations are designed to address the specific needs of students with disabilities 
regarding the pace, duration, and organization of their learning activities. Here are some 
common timing and scheduling accommodations: 

1. Providing students with additional time before or after class to prepare, gather thoughts, or 
organize their materials. 

2. Offering flexibility in scheduling can accommodate students who may need breaks, rest 
periods, or have specific times of the day when they are more alert and focused. Such 
accommodations might include allowing short breaks during long activities or tests; 
providing the option to complete tasks or assignments at different times of the day; 
adjusting the pacing of instruction, or breaking down complex tasks into smaller, 
manageable segments. 

3. Providing transition support (additional time and assistance) for students moving between 
activities, classes, or locations. Accommodations may include providing visual schedules or 
timers to help students anticipate and prepare for transitions; allowing extra time for 
transitioning between classes or activities; or assigning a peer buddy or support staff to 
assist with transitions. 

4. Providing frequent breaks (sensory, movement, or rest) for students with attention or 
sensory processing difficulties to manage their energy levels and maintain focus. 
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Setting and Environmental Accommodations  
These accommodations aim to create an inclusive and accessible environment that promotes 
learning and participation. Here are some common setting or environment accommodations: 

1. Providing access to adaptive furniture such as adjustable desks or sensory seating options. 

2. Reducing background noise or providing auditory supports for students with auditory 
processing difficulties or sensitivities, which can enhance their learning experience. The 
former might include providing noise-canceling headphones or earplugs and the latter may 
include providing closed captioning or transcripts for audiovisual materials. Students who 
require a low-stimulus environment may benefit from a soundproof or quiet area. 

3. Providing visual supports can assist students with communication or attention difficulties. 
These include but are not limited to preferential seating, displaying visual schedules or 
routines to provide structure and predictability, using visual cues or aids such as visual 
organizers, charts, or diagrams to reinforce concepts, or providing visual prompts or 
reminders for classroom expectations or procedures. 

4. Providing access to assistive technology can help students engage with the learning 
environment effectively. This might include using screen readers, speech-to-text software, 
or text-to-speech tools; using specialized keyboards, or other adaptive devices; or, for 
students with speech or language impairments, providing access to augmentative and 
alternative communication (AAC) devices/systems. 

5. Providing social supports to foster a positive and inclusive social environment. These include 
but are not limited to facilitating peer interactions through structured activities or buddy 
systems, grouping with positive peer role models during social interactions, or providing 
visual cues for social cues and expectations. 

6. Providing sensory support accommodations to students with sensory sensitivities and  
integration challenges. This may include allowing sensory breaks, providing tools such as 
fidgets or sensory toys, creating a sensory-friendly environment by adjusting lighting, 
temperature, or visual stimuli. 

Modifications  

Modification Considerations 

Before the IEP Team meeting, consider: 
 Gathering input from the student, if appropriate, about any modifications that have been helpful.  

 Gathering work samples that show impact of any current modifications. 

During the IEP Team meeting, consider: 
 Sharing work samples that illustrate the impact of any current modifications the student is 

receiving (if any). 
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 Discussing the skills the student needs and how that relates to potential modifications being 
considered. 

After the IEP Team meeting, consider: 
 Collecting data to determine the success of modifications used. 

Content Modifications 

Modifying the curriculum or instructional materials to match the student’s abilities and learning 
needs is sometimes necessary for the student to progress effectively in the general education 
program. Some examples of content modifications include: 

1. Modifying the language used in instructional materials or assignments to make them more 
accessible. This might involve using shorter sentences and simpler vocabulary; breaking 
down complex concepts into smaller, more manageable parts; or providing visual aids or 
concrete examples. 

2. Adjusting the reading level of materials to match the student's reading ability can help with 
comprehension and engagement. This might involve providing simplified or adapted 
versions of texts at the student’s reading level, offering audio versions of texts, using text-
to-speech software, or providing additional explanations, summaries, or visual supports to 
accompany texts. 

3. Modifying assignments can help students demonstrate their knowledge and skills at a level 
that aligns with their abilities. This might include adjusting the length or complexity of 
assignments, reducing the number of tasks or questions, or permitting alternative modes of 
expression, such as verbal or visual responses. 

4. Focusing the curriculum on essential skills and concepts helps students prioritize meaningful 
and relevant content. This might involve streamlining the curriculum to prioritize key 
learning objectives, providing additional practice and reinforcement for foundational skills, 
or customizing the curriculum to align with the student's individual goals and interests. 
Collaboration with ESL and other relevant staff may be helpful when modifying the 
curriculum for English learners with disabilities. 

Instructional Modifications 
Some examples of IEP instructional modifications include: 

1. Providing differentiated instruction to meet the unique needs of each student to support 
their learning and engagement. This might involve providing varying levels of challenge or 
complexity based on individual needs and abilities, offering different learning pathways or 
materials to accommodate different learning styles, or adapting instructional methods to 
suit students’ individual strengths and preferences. 

2. Providing instructional support and structure (scaffolded instruction) can help students 
build upon their existing knowledge and skills. This might involve breaking down complex 
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tasks or assignments into smaller, manageable steps, providing explicit instruction and 
guided practice before independent work, or offering prompts, cues, or templates to assist 
with organization or problem-solving. 

3. Providing direct and explicit instruction can support students’ understanding of concepts 
and procedures. This might involve breaking down complex information into smaller, more 
digestible chunks; using modeling, think-alouds, guided practice, or other explicit teaching 
strategies; or providing step-by-step instructions and explanations to promote 
comprehension. 

4. Incorporating multi-sensory components into instruction can benefit students with diverse 
learning styles and sensory processing needs. This might involve using hands-on 
manipulatives or materials to reinforce concepts, providing visual aids (charts, diagrams, 
graphic organizers), or incorporating movement or kinesthetic activities to enhance 
engagement and understanding. 

5. Modifying or using alternative instructional materials can address different learning needs. 
This might involve providing materials in alternate formats (e.g., audio, visual), 
incorporating text-to-speech software, speech recognition tools or other assistive 
technology or using real-life examples or concrete materials to make concepts more 
tangible. 

Output Modifications 
Student output modifications involve adapting or adjusting the expectations for how students 
demonstrate their knowledge and skills. They are designed to help students with disabilities in 
effectively expressing their learning in ways that suit their individual needs and abilities. Here 
are some examples: 

1. Allowing students to use alternate response formats to address different learning styles and 
communication needs. This might involve allowing oral instead of written responses, the 
use of speech-to-text software, word prediction tools or other assistive technology, or the 
use of visual aids or graphic organizers. 

2. Providing partial completion options can support students who struggle with task initiation 
or completing assignments independently. This might involve allowing students to complete 
only a portion of the assignment or task, breaking tasks into smaller segments, providing 
the student with completed sections to build upon, or providing starter sentences or 
prompts to assist with written responses. 

3. Modifying assessments can enable students to demonstrate their knowledge and skills to 
the best of their abilities. This might involve using alternate assessment formats (e.g., oral 
presentations, projects, portfolios), or adjusting the number or complexity of assessment 
questions. 

4. Offering alternate assignments can provide students with different options to showcase 
their understanding. This might include providing choices for assignments that align with 
the student's strengths and interests, or offering alternative modes of expression, such as 
creating a visual presentation instead of writing a report. 



  Massachusetts Individualized Education Program (IEP) Technical Guide 

   21 

Assessments 
State or Districtwide Assessments 

 

In Massachusetts, the statewide assessment is the MCAS, which begins in third grade. Other 
state or districtwide assessments refer to standardized assessments administered to students, 
including those eligible for special education, to measure their academic achievement and 
progress.  

Students with disabilities may be eligible for accommodations  during state or districtwide 
assessments to provide a fair testing environment including extended time, breaks, and use of 
assistive technology.  

Alternate Assessments  

 

Some students with disabilities may face challenges accessing and demonstrating their 
knowledge on standard state or districtwide assessments even with accommodations. In some 
instances, alternate assessments may be used to provide a more appropriate evaluation of their 
skills and progress. A small number of students with the most significant cognitive disabilities 
who are unable to take the standard tests even with accommodations may be eligible to 
participate in alternate assessments, such as the MCAS Alternate Assessment (MCAS-Alt). 
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MCAS-Alt consists of a portfolio of specific materials assembled annually by the teacher and 
student. Materials for the portfolio may include work samples, instructional data, videotapes, 
and other supporting information. The determination of which students may be eligible to 
participate in the alternate assessments must be made on a case-by-case basis. More 
information about the MCAS-Alt, including eligibility criteria can be found on the Department’s 
MCAS Alternate Assessment webpage. As indicated on the IEP form, the IEP Team must explain 
why the student needs the specific alternate assessments and why the alternate assessment is 
appropriate for the student.  

In considering whether the MCAS-Alt should be used with the student, it is important for the 
parent and/or the student to be informed of how participation in the MCAS-Alt may delay or 
otherwise affect the student from completing the requirements for a regular high school 
diploma. Specifically, the MCAS-Alt assesses learning standards that are below the expectations 
needed to obtain a regular high school diploma in Massachusetts. 

Measurable Annual Goals  

 

Developing measurable annual goals is a critical step in the IEP process. When developing 
measurable annual goals, IEP Teams should consider a variety of information, including the 
information in the Student and Team Vision and Present Levels sections of the IEP. Parental 
input is critical in developing measurable, effective, and meaningful goals. IEP Teams should 
also consider the extent to which measurable annual goals can help the student increase 
learning and participation in the least restrictive environment.  

The IEP form requires the IEP Team to describe the student’s baseline in the selected goal area, 
identify an annual goal/target, the measurement that will be used to determine whether the 

https://www.doe.mass.edu/mcas/alt/
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goal has been achieved, the method for measuring progress, the schedule of progress monitoring, 
and the person responsible for monitoring the student’s progress as to the specific goal.  

Here is a further description of those components: 

1. The baseline refers to the student's current level of performance or skill in the targeted 
area. It serves as a starting point for measuring progress toward the annual goal and is 
determined through assessments, observations, or other data collection methods. 

2. A measurable annual goal/target is a specific objective that the student is expected to 
achieve within a year. It focuses on an area of need identified through assessment and 
other data. The goal should be specific, measurable, and relevant.  

3. The criteria for success specify the expected level of achievement or proficiency the student 
must reach to demonstrate that they have met their goal. These criteria establish clear 
benchmarks to evaluate progress and can be defined in terms of specific performance 
levels, percentages, scores, or other measurable indicators. 

4. The method of measurement outlines how progress toward the goal will be assessed and 
documented. Assessment tools, tests, observations, work samples, and other data 
collection methods can provide reliable and valid information measuring the student's 
progress. 

5. The schedule for progress monitoring determines how frequently progress will be assessed 
and reported. It identifies specific checkpoints throughout the year when data will be 
collected and analyzed to determine the student's progress toward the annual goal. 
Progress monitoring may occur quarterly, semi-annually, or at other specified intervals. 

6. The person responsible for monitoring and reporting progress toward the annual goal is 
identified in the Goal section. This may be a special education teacher, general education 
teacher, a related service provider, or another designated professional. The person 
responsible verifies that data are collected, progress is tracked, and reports are shared with 
the IEP Team, including the parents. Names of specific staff members should not be 
included in this section as they may change during the IEP period, but IEP Teams should 
identify the person responsible by title or role. 

Short-Term Objectives and/or Benchmarks 
If the current performance levels and baseline information are the starting points and the goals 
are the end points, then the objectives and benchmarks should be thought of as the steps 
between the starting and end points. Objectives break skills within the annual goal into discrete 
components, and benchmarks describe the amount of progress a student is expected to make 
within a specified segment of the IEP period. Benchmarks establish expected performance 
levels that allow for regular checks of progress that coincide with progress-reporting periods. 
Both lay out sequential, logical steps towards reaching the annual measurable goal. Depending 
upon the needs of the student and the makeup of the goal, the IEP Team may break down the 
goal into objectives, benchmarks, or a combination of the two. 
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Schedule of Progress Reporting 

 

Written progress reports are a component of ongoing communication between school districts 
and parents and must be submitted to parents of eligible students at least as often as report 
cards or progress reports are issued for students without disabilities. Progress reports must 
answer the following two questions for each goal: 

 What is the student’s progress toward the annual goal?  

 Is the progress sufficient to enable the student to achieve the annual goal by the end of 
the IEP period?  

IEP Team members should respond to these questions by taking the following steps when 
writing their progress reports:  

 Specify what the student has been working on.  

 List what the student has achieved.  

 Indicate any challenges to progress.  

 Project whether the student will reach the annual goal if progress continues at its current 
pace. 

When writing these reports, school personnel should use language that is generally 
understandable and avoid using educational jargon. If the student is at risk for not meeting 
their annual goal(s), IEP Team members must consider why progress is not being made, and, if 
appropriate, reconvene an IEP Team meeting. The IEP Team will then discuss the lack of 
expected progress and responsively revise the IEP. 

Participation in the General Education Setting  

 

To the maximum extent appropriate, students with disabilities must be educated with students 
without disabilities, and special classes, separate schooling, or other removal of students with 
disabilities from the regular educational environment should only occur if the nature or severity 
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of the disability is such that education in regular classes with the use of supplementary aides 
and services cannot be achieved satisfactorily. 

Participation in the General Education Considerations 

Before the IEP Team meeting, consider: 
 Sharing examples of any supplementary aids and services that were used to support the student 

in the general education environment. 

 Share the student’s current schedule with the IEP Team members so that they can consider the 
student’s current participation in the general education setting. 

 Sharing the most current research around inclusionary practices along with examples of students 
benefitting from being in general education with appropriate aids and or services. 

During the IEP Team meeting, consider: 
 Orienting the IEP Team members to the significant importance of this section to facilitate 

authentic IEP Team discussion. 

When making decisions about participation in the general education setting for an eligible 
student, several important points should be considered: 

1. Individualized Approach: The extent to which the student can participate in the general 
education setting must be determined considering the individual student’s strengths, 
abilities, and needs. IEP Teams should avoid making blanket assumptions or decisions based 
solely on a student's disability category (e.g., assuming that the student should be placed in 
a substantially separate classroom because they are identified as having an intellectual 
impairment). 

2. Collaboration and Team Decision-Making: The least restrictive environment (LRE) 
determination involves collaboration among the student's IEP Team, including parents, 
general and special education teachers, related service providers, administrators, and 
student support providers. The collective expertise and input from IEP Team members are 
crucial in making informed decisions. 

3. Academic and Social Considerations: Consider the student's academic abilities, learning and 
social-emotional needs. Can the general education classroom adequately address the 
student’s educational goals and needs? Can accommodations, supplementary aides, 
services, modifications, or other supports be provided to facilitate the student’s meaningful 
participation and progress in the general education classroom? 

4. Support Services and Accommodations: Determine the level and type of supplementary 
aides, services, supports, accommodations, and modifications required for the student to 
participate and progress in the general education setting. This may include additional 
teacher and other professional support, specially designed instruction, assistive technology, 
modifications to assignments, or related services such as speech and occupational 
therapies. 
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5. Social Integration and Peer Interaction: Consider the importance of social integration and 
peer interaction for the student's overall development. Will the general education 
classroom provide opportunities for meaningful interactions with peers without disabilities 
and promote social inclusion? 

Service Delivery  

 

Consultation 
The consultation model in special education service delivery typically involves collaboration 
between special education professionals, general education teachers, related services 
providers, parents/guardians, and other stakeholders to meet the needs and IEP goals of 
students with disabilities. Here are some common components of the consultation model: 

1. Observations and Assessments: Classroom observations and assessments help gather 
additional information about the student's learning environment and progress. 

2. Problem-Solving and Action Planning: The consulting service provider engages in problem-
solving discussions with general education teachers, parents/guardians, and other relevant 
stakeholders to develop action plans and interventions, as needed. 

3. Recommendations and Support Strategies: The consulting service provider offers IEP Team 
members recommendations and support strategies to address the student's needs. 

4. Training and Professional Development: The consultation model often includes training, 
classroom modeling, and professional development to enhance understanding and 
implementation of components of the IEP. 

Direct Service in the General Education Classroom 
Direct service in the general education classroom refers to the provision of specially designed 
instruction, services, or support delivered by staff members such as special education teachers, 
related service providers, etc. directly to students with disabilities within the general education 
setting. Here are some key points about direct services: 
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1. Specially Designed Instruction: Direct services often encompass specially designed 
instruction tailored to address students' unique learning needs and challenges. This may 
involve strategies, techniques, or interventions designed to promote academic, social-
emotional, or behavioral progress. Special education professionals may provide direct 
instruction in specific subjects, such as reading, math, or writing, using evidence-based 
practices and instructional methodologies. 

2. Related Services: In addition to specially designed instruction, direct services can also 
include related services delivered by professionals such as speech-language pathologists, 
occupational and physical therapists, or counselors. These services support students in 
areas such as communication, motor skills, social-emotional development, and behavior 
management, contributing to their overall educational progress. 

3. Progress Monitoring: Special and general education professionals regularly monitor 
students' progress during direct services. They collect data, assess learning outcomes, and 
adjust instructional strategies as needed to promote student growth and achievement. 
Progress monitoring helps track individual student progress and inform decision-making 
regarding instructional adjustments or intervention strategies. 

Direct Services in Other Settings  
In addition to direct services provided in general education classrooms, special education and 
related services can also be delivered in other settings outside of the general education 
environment.  

1. Special Education Services in Other Settings: Students with disabilities sometimes require 
specially designed instruction and/or related services provided in settings outside of the 
general education classroom in smaller groups or individually. Special education 
professionals provide direct services in these settings, focusing on targeted skill 
development, remediation, previewing or reinforcement of academic concepts, or 
otherwise meeting the student’s unique needs outside of the general education classroom.  

2. Related Services in Other Settings: Related services may be provided in designated therapy 
rooms or specialized spaces so that they can be provided more explicitly and intensively. 
Therapists work directly with students to address their specific goals, improve skills, and 
support their overall development. 

3. Home-Based Services: In certain situations, special education and related services can be 
delivered directly in a student's home. This may occur when a student is unable to attend 
school due to medical reasons or when specific services, such as homebound instruction or 
therapy, are required. Special education professionals or therapists visit the student's home 
to provide direct services tailored to the student’s individual needs. 

4. Community-Based Instruction: Community-based instruction involves providing direct 
services in real-life settings outside of the school, such as community centers, vocational 
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training sites, or workplaces. Students receive instruction and support in practical skills 
related to independent living, socialization, vocational training, and community integration. 

Transportation Services  

 

Many students with disabilities will get to school in the same manner as students without 
disabilities (see the first checkbox under Transportation Services section). This could range from 
walking to school to riding the regular school bus in the same manner as other students. In 
Massachusetts, this is ordinarily referred to as “regular transportation.” 

Some students with disabilities may need transportation as a related service (see the second 
checkbox under Transportation Services section). In Massachusetts, this is ordinarily referred to 
as “special transportation.” As a related service, transportation can include travel to and from 
school and between schools, travel in and around school buildings, and specialized equipment 
(such as special or adapted buses, lifts, and ramps).  

Schedule Modification  

 

An eligible student may need a different duration to their school program, including the length 
of their day, year, or other schedule modifications to meet their individual needs. These 
modifications can be necessary for students who may require shorter or longer instructional 
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periods, breaks, or a reduced or extended school day. Here are some common types of 
schedule modifications for students with disabilities: 

1. Extended School Year (ESY): ESY is a way in which the duration of the school year might be 
changed for some eligible students. The IEP Team makes the decision about a student's 
need for ESY. ESY may be identified if the student has demonstrated or is likely to 
demonstrate substantial regression in learning skills and/or substantial difficulty in 
relearning such skills if an extended program is not provided. This decision is ordinarily 
based on data collected from various sources (e.g., progress reports, report cards, teacher 
observations, test scores). Each student's needs for ESY must be considered individually. For 
more information, please see this Question and Answer Guide. 

2. Extended Day: The daily duration of the student's program is ordinarily equal to that of the 
regular school day, unless the IEP Team states that a different duration is necessary to 
provide a free appropriate public education to the student. Some students may require an 
extended school day to receive additional instructional time, related services, or other 
supports to make effective progress towards their educational goals, provide remediation, 
or accommodate the student's individual learning pace. 

3. Staggered Schedules: Staggered schedules involve adjusting the start or end times of 
specific classes, subjects, or activities within the school day. This modification can be helpful 
for students who benefit from a more flexible or individualized approach to their daily 
routine. For example, staggering schedules can allow for personalized attention, therapy 
sessions, or other services without disrupting the student’s overall schedule. 

4. Shortened Day: Some eligible students may benefit from a shortened school day due to 
factors such as fatigue, attention span, or medical needs. The specific hours or periods of 
the day that are shortened should be determined based on the student's unique needs. 
Since a shortened day results in reduced access to an education for the student, it is 
important that the IEP Teams carefully consider any such decision, including alternatives 
that may provide increased access to an education for the student. 

When implementing schedule modifications, it is essential to involve the student's IEP Team. 
The IEP Team collaborates to determine the specific modifications needed, documents them in 
the student's IEP, and monitors the schedule adjustments.  

https://www.doe.mass.edu/prs/ta/esyp-qa.html
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Service Delivery for Extended School Year Services 

 

If the IEP Team determines that an eligible student needs ESY services, this section of the IEP 
details the specific special education services that the eligible student will receive during ESY, 
including when, where, how often, and for how long.  

Extended School Year Transportation Services 

 

After determining that a student with disabilities is eligible for ESY services, the IEP Team must 
carefully consider and document any transportation services needed by the eligible student for 
ESY.  

Additional Information 
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In this section, the IEP Team may capture other relevant information and details that may 
inform the student’s educational experience, support the student’s well-being, and IEP goals.  

Response Section 

 

Immediately following the development of the IEP, and within 45 school working days after 
receipt of the parent's written consent to an initial evaluation or reevaluation, the district must 
provide the parents with two copies of the proposed IEP and proposed placement along with 
the required notice, except that the proposal of placement may be delayed according to the 
provisions of 603 CMR 28.06(2)(e) in a limited number of cases.  

No later than 30 days after receipt of the proposed IEP and proposed placement, the parents 
will accept or reject the IEP in whole or in part; request a meeting to discuss the rejected 
portions of the IEP or the overall adequacy of the IEP; or if mutually agreed upon, accept an 
amended proposal; and accept or reject the proposed placement. 

Upon parental response to the proposed IEP and proposed placement, the school district shall 
implement all accepted elements of the IEP without delay. 

https://www.doe.mass.edu/lawsregs/603cmr28.html?section=06
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