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_____________________ School District
SPECIAL EDUCATION PROCEDURES CHECKLIST:

Student Name ____________________________________ Date of Birth ___________

Date ______________________________________ 
  Grade _________________

This checklist is designed to assure that procedures for referral, evaluation and placement have been completed. 

_____ 1. Student Referral Form completed (NC-2) (send or fax to Coop)
_____ 2. File Review Form (NC-3): Determination for initial and re-evaluation. (REMINDER: Document Parent Input)
_____ 3. Prior Notice/Parent Consent for evaluation (NC-11A) (send or fax to Coop)
_____ 4. Inform evaluators consent is obtained. Testing to be completed by 

 (25 schools days from district receipt or, if no receipt date, district needs to use parent consent date).  
_____ 5. All achievement and skill-based testing sent into the Coop two weeks prior to IEP/eligibility date.
_____ 6. Eligibility, development of the IEP, and placement meeting held within 30 calendar days from the end of the 25 school day evaluation timeline.  

Date to be completed: 



_____ 6. IEP Team Meeting Date: 





   Parent given Prior Notice (NC-11B) five days prior to meeting. If needed, parent waives five day prior notice. 
_____ 7. Other members invited to IEP meeting. (REMINDER: Get consent for any outside agencies)
_____ 8. Evaluation reports received by the district.

_____9. Evaluation reports shared with parents prior to the meeting.
_____10. Eligibility, IEP and Placement Team Meeting

_____11. Eligibility Document completed for all students suspected of a disability. 

_____12.Individual Education Plan Written (NC-12)
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