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INTRODUCTION AND PURPOSE 
 

The Mansfield Public Schools is committed to providing students with disabilities access to the 
curriculum and general education programs. With in-district resources and necessary consultative 
services, we are able to provide the instruction necessary to help students with disabilities close the gap 
between their skill abilities and their grade level expectations. 
 
Special education support and services should not be viewed as a separate model, but instead as a part 
of the continuum of supports, services and interventions created to ensure that the general education 
environment is responsive to the diverse learning needs of all students. Working together, general 
education staff and special education staff can ensure equal opportunity, full participation and increased 
outcomes for all learners, including students with disabilities. 
 
This manual has been developed as a resource for the Mansfield PK-12 Staff, Administration and 
Community. It references state and federal regulations and the processes of the Mansfield Public 
Schools. The following policies and procedures are aligned with: 
 

• The Massachusetts Department of Education, Massachusetts General Laws ch. 71B, et seq., 
Special Education Regulations 603 CMR 28.00 et. seq. and IDEA 2004. 

 
• The Individual with Disabilities Education Improvement Act of 2004 aligns IDEA closely to 

the No Child Left Behind Act (NCLB), helping to ensure equity, accountability and excellence 
in education for children with disabilities. 

 
• Section 504 The Rehabilitation Act of 1973 (as amended). 
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Referral Process 
 

Referral for Initial Evaluation 

A student may be referred for an evaluation by a parent or any person in a care-giving or professional 
position concerned with the student's development.  All interventions, instructional practices and 
accommodations should be documented in the Response to Intervention (RTI) process if the referral for 
special education has been put forward by the school district. RTI can also be implemented in 
conjunction with a referral for evaluation. 

Once a formal referral for evaluation has been expressed either in writing or orally by a parent or other 
person in a caregiving capacity, the school district may not delay the provision of said evaluation. The 
district must promptly and without delay send notice and seek permission to conduct an initial 
evaluation for special education eligibility. The school district has five (5) school working days from 
receipt of referral to send the parent the evaluation consent form for their signature and consent. 
Parent consent for evaluation must be obtained before initiating the evaluation. 

School Based Referral 

After the principal/designee determines that all efforts have been made to meet the needs of the 
student within the general education program and these efforts have not been successful, a student 
shall be referred by school personnel for an evaluation to determine eligibility for special education 
services. The principal/designee shall ensure all intervention strategies, accommodations and 
instructional support services used with the student are provided as part of the evaluation information 
reviewed by the evaluation TEAM when determining specific areas to be evaluated. 

Parent Request 

A parent/guardian or any other person in a caregiver or professional position concerned with a student’s 
development can make a referral for an evaluation to determine eligibility for special education services. 
Once a referral is made in writing Mansfield Public Schools will respond within five (5) school days by 
sending a notice to the parent/guardian, seeking permission to conduct an Initial Evaluation to 
determine if the student is eligible for special education services. Please note, if a parent/guardian first 
language is not English (as noted in the home language survey) all correspondence must be translated 
into their native language. 

Student Privately Placed by Parent 

For students who are enrolled in a private school and for whom a request for an evaluation has been 
made, the school at which the child would attend in Mansfield will be responsible for the evaluation.  
Once the referral has been made, the district has an obligation to notify the parent in writing within five 
school working days of the referral and provide them with an evaluation consent form. The following 
materials should be included in this mailing: 
 

• A Notice of Proposal (N1), answering all six questions 
• Evaluation Consent Form 
• Notice of Procedural Safeguards 
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Receipt of Consent at End of School Year 

If consent is received within thirty (30) to forty-five (45) school days before the end of the school year, 
the district must ensure that a TEAM meeting is scheduled so as to allow for the provisions of the 
proposed IEP or written notice of the Finding of No Eligibility no later than fourteen (14) days after the 
end of the school year.  For consents received fewer than 30 days prior to the end of the school year, 
the timeline starts at receipt of consent, stops on last day of school, and re-starts at the start of the 
following school year. 

Timelines/Forms 

NOTE: No testing/evaluations should begin prior to receiving the evaluation consent form back with a 
check indicating consent and a parent signature. Verbal consent is not applicable. 

The state laws and regulations have established timelines that all school districts must adhere to in the 
special education eligibility process. 

The district has thirty (30) school days, from receipt of parent consent, to conduct all required 
assessments, and an additional fifteen school days to convene a TEAM and determine whether or not 
the student is eligible for special education.  The total timeline is forty-five school working days. 
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Special Education Timelines 
Once a referral is made either in writing from a parent or by the RTI TEAM it is necessary to follow the 
guideline set out by the state laws and regulations. 

Date Requirements Necessary Forms 

Within 5 school days of receipt of referral • Notice of Proposal (N1) 
• Evaluation Consent Form (N1A) 

Within 30 school days of receiving parental consent: 

• Assessments must be completed 
• Parent’s Release of Information (if independent 

evaluations have been completed) 
• Child History Form 

Within 45 school days of receiving parental consent: 

• Assessment reports must be completed 
• TEAM meeting must be held and an IEP 

developed (if applicable) 

• Reports must be completed and turned in to 
building Special Education office 3 days prior to 
TEAM meeting 

• Reports must be made available to parents 2 
days prior to the TEAM meeting 

• Meeting Invitation (N3) 
• Attendance Sheet (N3A) 

At the TEAM meeting 

• Attendance 
• Eligibility Determination 
• IEP Development 
• Draft copy of IEP 

• Attendance Sheet (N3A) 
• Special Education Eligibility/Initial and Re-

Evaluation Determination (ED1) 
• Documentation of a Specific Learning Disability 

(SLD) 
• Admin. Data Page (ADM 1) 
• Individual Education Plan (IEP 1-8) 

At the end of the TEAM meeting MPS parent/guardian will 
be handed a DRAFT IEP. 

When a student is found eligible for services, a final 
proposed N-1 and IEP must be submitted to the Assistant 
Director within 2 school days. 

When student is not eligible the Notice of School District 
REFUSAL TO ACT (N2) must be turned in by TEAM 
Chairperson to Assistant Director within 1 school day. 

 

 

 

 

 

 

 

 

 

• Individual Education Program (IEP 1-8) 
• Notice of Proposal (N1) 
• TEAM Determination of Placement (PL1) 
• DRAFT IEP 
• Transition Plan for students age 14 and over 
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Evaluation 
Upon receiving the signed consent from the parent/guardian, Mansfield Public Schools shall complete 
the accepted evaluations for the student within thirty (30) school days. 

Assessments must be administered by trained staff in the language and form most likely to yield 
accurate information regarding what the child knows and can do academically, developmentally and 
social/emotionally (if this is a concern) and functionally, unless it is not feasible to do so.  

For students with Limited English Proficiency (LEP) or who are English Language Learners (ELL), 
Mansfield Public Schools must first assess the student’s proficiency in English and their native language 
proficiency in reading, writing, speaking and comprehending before conducting a special education 
evaluation.  

If the student’s Primary language is in question; refer to the Home Language Survey completed at the 
time of registration. 

Evaluations of the student must be made in all areas of suspected disability in order to determine 
eligibility for special education services. Eligibility cannot and must not be based on the student’s lack 
of reading or math instruction or Limited English Proficiency.  

Evaluation activities need to address whether there is a disability and if the student’s inability to 
progress is a result of a disability. Evaluations must provide information to determine present levels of 
academic achievement and related developmental needs. No single test or assessment shall be used as 
the sole determinant of eligibility.  Rather, a variety of techniques (both formal and informal) including 
information provided by the parent/guardian, observation of the student in the classroom, work 
samples/portfolios, interviews and review of the student’s record should be used in helping to 
determine eligibility for special education services.  

Evaluations are required prior to a finding that a student is no longer eligible, except for graduation with 
a regular diploma or aging out.  For those children, Liaison must provide a summary of academic and 
functional performance Summary of Student Performance (See Appendix G), including 
recommendations on how to assist the child to meet post secondary goals. 

Required Assessments 

Educational Summary form completed by the principal/designee or guidance counselor.  

• An assessment in all areas related to the suspected disability 

• An educational assessment by a classroom teacher or guidance counselor of the school district, 
including: 

o Educational Assessment (28R/1) (Part A) – See Appendix A 

o Teacher Assessment (28R/1) (Part B) – See Appendix B 

• Assessment (s) by specialists shall include all areas of the student’s suspected disability. A 
Functional Behavioral Assessment (FBA) may be conducted for the student’s emotional state 
which affects his/her behavior. 

• For students 14 and over Transition Assessment 
• Observation of the student by someone other than the classroom teacher 

o A history of the student’s educational progress in the general curriculum.  Such 
assessments shall include information provided by a teacher(s) and /or guidance 
counselor with current knowledge regarding the student’s specific abilities in relation to 
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learning standards of the Massachusetts Curriculum Frameworks and the district 
curriculum;  

Optional Assessments 

The following assessments may be recommended by the TEAM or requested by the parent/guardian. 

 Psychological Evaluation 

 Home Assessment 

 Health Assessment 

 Home Visit – If the IEP TEAM or school administration decides MPS staff should go to a student’s 
home for reasons of non-attendance, the following procedure should be followed: 

1. Send home consent for an in home assessment (See Appendix E). 
2. Determine appropriate personnel to visit the home. 

Upon receipt of signed consent: 

3. Two MPS staff will visit the home. 
4. Staff will notify school administrators and school resource officer of date, time and address of all 

home visits so that building administrators know where staff members are at all times. 
5. Two staff members will attend each visit and remain in each other’s presence at all times. 
6. Staff should direct parents on the implementation of any trial procedures and not conduct these 

directly during the assessment period.  The role of staff will be to advise/coach parents in 
implementation of agreed upon plan. 

7. Staff will conduct assessment, arranging for additional visits if needed, ensuring to follow steps 
3-6. 

8. After the initial visit, staff will write a report, outlining observations as well as make 
recommendations based on the assessment including a written plan for any interventions, if 
appropriate. 

Evaluation Procedures 

TEAM members shall coordinate the times of their assessments with the student’s teacher(s) and other 
evaluator(s) so that the student is not over-tested on any given day. Advance notice should be given to 
teacher(s) and the student so that class work can be adjusted and/or made-up if needed. 

The Assistant Director of Special Education or designee will ensure that the assessments are completed 
within thirty (30) school days upon receipt of the parent/guardian signed consent. If the consent is 
received within 30-45 school days before the end of the school year, MPS ensures that a TEAM meeting 
will be scheduled so as to allow for the provision of a proposed IEP or written notice of the finding that 
the student is not eligible for specialized services not later than fourteen (14) days after the end of the 
school year. Evaluation TEAM members must have completed and typed evaluation reports using MPS 
format with his/her signature and credentials (See Appendix C for Report Template) and turned in to  
Assistant Director of Special Education or designee. Prior to IEP meeting, reports will then be made 
available to parent/guardian within forty-eight (48) hours. 

Evaluation Reports 

All evaluation reports should be written in clear and basic language. Assessors need to indicate and 
explain which assessment(s) was used and should interpret and summarize results and diagnostic 
impressions to help the TEAM determine eligibility, including the student’s present level of performance 
and area(s) of need arising from the student’s disability. Educationally relevant recommendations must 
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be identified in the report to ensure the student’s involvement and progress in the general education 
curriculum. Evaluation TEAM members must have completed and typed evaluation reports using MPS 
format with his/her signature and credentials (See Appendix C for Report Template) and turned in to  
Assistant Director of Special Education or designee.  Prior to IEP meeting, Reports will then be made 
available to parent/guardian within forty-eight (48) hours. 

Oral and written communication with parents must be provided in the parent’s primary language if such 
primary language is other than English. Please let the Assistant Director of Special Education or designee 
know if an interpreter or written translation will be needed well in advance of the meeting. 

Independent Evaluation Report Submitted By Parents: 

In the event that an Independent Evaluation Report(s) by parents is provided to the district during the 
evaluation period, efforts will be made to avoid duplication of assessments. If a decision is made to 
waive completion of an assessment, the Assistant Director of Special Education or designee will send a 
Request for Waiver of Assessment(s) (See Appendix F) to the parent/guardian for signature with the 
Evaluation Consent Form (N1A). It is important to note that any time MPS waives its right of assessment; 
it places the district in the position of accepting any recommendation(s) made by the independent 
evaluators. 

Re-Evaluation 

A re-evaluation will be conducted for each student with a current IEP every three years or more 
frequently if requested or recommended.  Re-evaluations occur not more frequently than once a year 
unless both parents and MPS agree that evaluation is needed.  When a student is referred for a re-
evaluation, existing evaluation data should be reviewed first. 

The Assistant Special Education Director/designee will send out a Parent Consent Packet consisting of: 

• Proposal to Conduct a Re-evaluation (N1 Notice of Proposed Action) 
• Evaluation Consent Form (N1A Evaluation Consent Form)* 

(*parent must complete and return) 

If the parent does not return the Re-evaluation Consent Form within 10 days, the Assistant Special 
Education Director/designee will follow up by contacting the parent. 

Additional efforts to obtain parental consent will be made and documented.  If the parent revokes 
consent or refuses to consent to any re-evaluation and the District determines that such action will deny 
the student a Free and Appropriate Public Education (FAPE), the District shall seek resolution through 
the Bureau of Special Education Appeals. 

When a student is referred for a re-evaluation, existing evaluation data should be reviewed first.  If no 
additional information is needed to determine whether the student continues to be eligible for special 
education services, MPS may request that the parent/guardian waive certain assessments (See 
Appendix F).  The parent may either consent to waive the assessment(s) or may choose to have the 
assessment completed regardless of the recommendation for waiver. 

A signed consent to test form and subsequent evaluation in ALL AREAS is required prior to finding a 
student no longer eligible for special education services.  The only exception is when a student 
graduates with a high school diploma or ages out of school at the age of 22.  For these students, MPS 
must provide a summary of academic and functional performance including recommendations on 
how to assist the student in meeting his/her post-secondary goals (See Appendix G).  Completed 
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Student Summary of Performance will be sent to the Special Education Director’s Office one (1) week 
prior to graduation or 22nd birthday. 

Upon receipt of the signed and accepted Evaluation Consent Form, the Assistant Director of Special 
Education or designee will then notify the assessors who will be completing the accepted evaluations.  
Evaluations must be completed within thirty (30) school days upon receipt of the signed Evaluation 
Consent Form.  The Assistant Director of Special Education or designee will schedule the TEAM meeting 
and send to parent/guardian and the student if 14 years or older, a Meeting Invitation with a list of 
invited TEAM members.  In the event that the parent calls to change the meeting time/date, the 
Assistant Special Education Director or designee will resend the Meeting Invitation with a list of invited 
TEAM members.  

NOTE:  All requirements mandated for Initial Evaluations, remain true for re-evaluations.  
Assessments and assessment reports must focus on the suspected disability as well as the student’s 
current level of performance.  Furthermore, all assessment reports must include educationally 
relevant accommodations and modifications should be identified to ensure the student’s involvement 
and progress in the general education curriculum. 

If parent requests discontinuation of Special Education services, it must be in writing.  All requests 
should be forwarded to the Director of Special Education for further follow up. 
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The IEP TEAM 
TEAM Membership 

The following are mandated members of the IEP TEAM (individual may serve in more than one role as 
appropriate): 

• Student’s parent/guardian 
• A District representative who has the authority to commit district resources (TEAM Chairperson) 
• At least one general education teacher familiar with the student 
• At least one special education teacher familiar with the student 
• An individual who can interpret evaluation results for each assessment completed 
• Other individual who have knowledge or expertise regarding the student 
• The student if age 14 or older 
• Other adult transition agencies as appropriate 

The TEAM meeting is designed to incorporate school staff, parents and other invited personnel as a 
unified group to determine eligibility, development of an IEP and/or placement for a particular student. 

MPS is dedicated to ensuring parental involvement in the TEAM process.  Every effort will be made to 
ensure this participation.  If a parent is unable to attend the TEAM meeting, the district will provide the 
parent/guardian with the opportunity to participate via conference call, teleconferencing or virtual 
meetings. 

TEAM Member Excusal 

IDEA 2004 permits TEAM members to be excused in part or whole if the parents and district agree.  The 
agreement must be in writing from the parent (See Appendix H).  If the excused member(s) has input, 
it must be provided in writing.   

TEAM Meeting Requirements 

At least two (2) days prior to an evaluation TEAM meeting, evaluation reports need to be made available 
to parent/guardian.  Reports should clearly express the data as well as the findings and 
recommendations from the evaluation sessions.  Nationally normed, standardized tests are necessary 
for determining eligibility for special education. 

TEAM meetings are projected to last approximately forty-five (45) minutes.  If the TEAM feels that they 
have not covered all necessary facets of eligibility, IEP development and placement, the TEAM may 
agree to extend the meeting or reconvene to continue the conversation. 

For an Annual IEP, copies of the Active IEP may be brought as a source for creating a new IEP.  Note:  
The word DRAFT must be written or stamped at the top of each page.  The TEAM chairperson, or 
designated TEAM member, will mark-up a copy of the IEP reflecting the TEAM input.  At the end of the 
meeting, the chairperson’s marked up DRAFT copy is copied and given to parents.  All DRAFT copies are 
collected and destroyed. 

Parent must be given a copy of chairperson’s DRAFT mark-ups at the end of the meeting. 

If the parent and district agree, amendments and revisions can be made via written documentation 
without a TEAM meeting (See Appendix I).  Video conferencing, telephone conferencing or virtual 
meetings may be used as alternatives to face to face meetings. 
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Eligibility 
The TEAM utilizes the Special Education Eligibility Flowchart (ED1) (See Appendix J) to assist in making 
eligibility determinations.  This becomes part of the student record but does not need to be mailed to 
the parent/guardian, and if found eligible, it should not be attached to the student’s IEP.  To be eligible 
for special education services, a student must first be found to have a disability and as a result of the 
disability, be unable to progress effectively in the general education programs without specially 
designed instruction and/or access the general curriculum without one or more related services. 

(all conditions must be met to determine eligibility). 

 

Disability Categories 

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

(i) Autism means a developmental disability significantly affecting verbal and nonverbal 
communication and social interaction, generally evident before age 3 that adversely 
affects a child’s educational performance.  Other characteristics often associated with 
autism are engagement in repetitive activities and stereotyped movements, resistance to 
environmental change or change in daily routines, and unusual responses to sensory 
experiences.  The term does not apply if a child’s educational performance is adversely 
affected primarily because the child has an emotional disturbance, as defined in 
paragraph (b)(4) of this section. 

(ii) A child who manifests the characteristics of “autism” after age 3 could be diagnosed as 
having “autism” if the criteria in paragraph (C) (1)(i) of this section are satisfied. 

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 adversely affects the student’s 
educational performance. 

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. 

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 feeling 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 
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student is socially maladjusted, unless the TEAM determines that the student has a serious 
emotional disturbance. 

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. 

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. 

Neurological Impairment – The capacity of the nervous system is limited 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, organization skills, information 
processing, affect, social skills, or basic life functions.  The term includes students who have 
received a traumatic brain injury. 

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. 

Sensory Impairment – The term shall include the following: 

1. 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 communications; 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. 

2. 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. 

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

Specific Learning Disability - The term shall have the meaning given in federal law at 34 C.F.R. 
§§300.7 and 300.541. 
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(i) General. 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. 

(ii) Disorders not included. The term does not include learning problems that are primarily 
the result of visual, hearing, or motor disabilities, of mental retardation, of emotional 
disturbance, or of environmental, cultural, or economic disadvantage. 

(iii) Section 300.307 criteria adopted by the State must permit the use of a process based on 
the child’s response to scientific, research-based intervention which must include the 
child’s general education teacher and at least one person qualified to conduct individual 
diagnostic examinations of children. 

Effective Progress 

When determining eligibility for special education services, TEAMS must judge whether a student is 
making effective progress in the general education program.  To do so, the TEAM must determine if the 
student has: 

• Made documented growth, with or without accommodations, in the acquisition of knowledge 
and skills, including social/emotional development, the learning standards of the Massachusetts 
Common Core Standards and the curriculum of Mansfield Public Schools. 

• Made growth according to the chronological age, the developmental expectations and the 
education potential of the child. 

Also, the TEAM must specifically determine whether the student’s identified disability is the reason 
why the student is not making effective progress.  TEAMS analyze the evaluation findings to see 
whether the lack of progress is a result of the disability, or a result of other factors.  Only if the TEAM 
determines that the lack of progress is associated with a disability, may the TEAM continue to discuss 
possible finding of special education eligibility.  According to State and Federal regulations, a student 
may not be found “eligible” solely because the student is unable to follow the school discipline code, 
has limited English proficiency, is socially maladjusted or has lacked reading or math instruction.  
These reasons may be considered by the TEAM, but the essential finding of the TEAM must be that the 
lack of progress is, at least in part, a result of the identified disability(ies). 

After the determination of a disability and lack of progress as a result of that disability the TEAM must 
ask the final question in order to determine special education eligibility: 

Specially Designed Instruction 

Does the student require specially designed instruction in order to make progress? 

Specially designed instruction includes modifications that affect content, delivery of instruction, 
methodology and/or performance and evaluation and they are essential to assist the student in 
participating and learning. 

Specially designed instruction is an absolute requirement for students found eligible for special 
education.  Related services necessary to access the general curriculum are considered special 
education, and maybe provided alone or in combination with other specially-designed instruction. 

If a student only requires accommodations, then, that student is not eligible for special education 
services, since best practice indicates that accommodations are provided by general educators within 
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the general education environment.  Examples of these accommodations include, but are not limited to: 
preferential seating, pencil grip use, extended time or cooperative learning strategies.  
Accommodations do not involve changing the content material (that is specially designed instruction); 
rather, accommodations allow student to receive information and support to access the curriculum.  
In these cases, a 504 Plan may be appropriate and a referral to the school’s 504 TEAM should be made 
immediately. 

A Finding For Eligibility 

If the TEAM determines the student is eligible for special education services using the Special Education 
Eligibility Flowchart (See Appendix J), the TEAM must identify those services and an IEP must be 
developed to reflect those services.  In most cases an IEP is discussed and developed within a single 
meeting, after the determination of eligibility has been made. 

The final step in the IEP process is determining the appropriate placement for the student.  The decision 
of the type of placement should be held by the TEAM immediately after the IEP is developed.  If this 
does not happen for a specific reason, then the placement meeting must be held within ten (10) 
school days of the initial IEP meeting.  The placement must reflect the IEP goals and services that the 
TEAM has identified as necessary in order for the student to make effective progress. 

When making the placement decision, the TEAM must be mindful of the requirement related to the 
student’s right to Free Appropriate Public Education (FAPE) in his/her Least Restrictive Environment 
(LRE). 

Thereby, the first type of placement option considered for all eligible students is within the general 
education classroom with the use of supplemental aids and services.  Students may not be denied 
education in age-appropriate general education classrooms because the student requires 
accommodations and modifications to the general curriculum.  Other options should be considered only 
when the nature and severity of the disability prevents satisfactory progress/achievement within the 
general education environment. 

Refusal to Act 

If a student, during an initial evaluation, is found ineligible for special education services, note key 
evaluation findings and next steps including recommendations of possible instruction support services.  
Complete the process by sending the parent/guardian the school district findings on Notice of School 
District Refusal to Act, N2 (See Appendix K).  The Notice of School District Refusal to Act is used because 
the school district is refusing to change the identification status of the student (from needing only the 
general education program).  The school district must also include within the written notice an easily 
understandable statement that the parent has the right to appeal the school district’s decision. 

 

Finding of No Eligibility 

If a student during a re-evaluation, is found ineligible for continuing special education services, note 
evaluation findings, next steps and the specific date, as agreed to by the TEAM, special education 
services will be terminated.  Unless the parent is present at the TEAM meeting and clearly agrees to an 
immediate cessation of services, the written notice should specify a service-termination date at least 
thirty (30) days after the date of the notice, consistent with the parent response period of 603 CMR 
28.05(7)(a).  This must be noted in N2 (See Appendix K).  In this way, MPS provides the parents with 
time to respond if the parent should determine that he/she wishes to appeal the Finding of No 
Eligibility.  
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Parents Due Process Rights 
After the reporting of all assessments, the TEAM Chairperson should confirm that the parent/guardian 
understands the evaluation data and they are in agreement.  If the parent disagrees with a particular 
school assessment, parents have a right to request an Independent Education Evaluation (IEE). 

 

Independent Educational Evaluation (IEE) 

Upon receipt of evaluation results, if a parent disagrees with an initial evaluation or reevaluation 
completed by the school district, then the parent may request an Independent education evaluation.  All 
requests for independent education evaluations should immediately be sent to the Special Education 
Directors Office. 

(a) All independent education evaluations shall be conducted by qualified persons who are 
registered, certified, licensed or otherwise approved and who abide by the rates set by the state 
agency responsible for setting such rates. Unique circumstances of the student may justify an 
individual assessment rate that is higher than that normally allowed. 

(b) The parent may obtain an independent education evaluation at private expense at any time. 

(c) Public funding of Independent education evaluations - When the parent requests public 
funding for an Independent education evaluation, the district shall abide by the following 
provisions for a sliding fee scale: 

1. If the student is eligible for free or reduced cost lunch or is in the custody of a state 
agency with an Educational Surrogate Parent appointed in accordance with federal law, 
then the school district shall provide, at full public expense, an Independent education 
evaluation that is equivalent to the types of assessments done by the school district. No 
additional documentation of family financial status is required from the parent. 

2. If the family financial status is not known, the district shall offer the parent information 
about the sliding fee scale and the opportunity to provide family income information to 
determine if the family may be eligible for public funding of all or part of the costs of an 
Independent education evaluation. Provision of financial information by the family is 
completely voluntary on the part of the family. The lack of financial information 
provided by the family will disqualify the family from such additional public funding of 
all or part of the costs of an Independent education evaluation under 603 CMR 
28.04(5)(c) but shall not limit the rights of parents to request public funding under 603 
CMR 28.04(5)(d). 

3. If the family agrees to provide financial information, such information shall include 
anticipated annual income of the family, including all sources of income and verifying 
documents. Financial information shall be reviewed by the district, shall be kept 
confidential during review by the district, shall not be copied or maintained in any form 
at the district except to note that information was provided and reviewed and met or 
did not meet sliding fee scale standards. Financial documents shall be promptly 
returned to the parent upon the district's determination of financial income status. 
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4. The district shall consider family size and family income information in relation to 
Federal Poverty Guidelines and shall contribute public funds to the costs of the 
independent educational evaluation according to the following standards: 

(i) If the family income is equal to or less than 400% of the federal poverty guidelines, the 
district shall pay 100% of the costs of an Independent education evaluation. 

(ii) If the family income is between 400% and 500% of the federal poverty guidelines, the district 
shall pay 75% of the costs of an Independent education evaluation. 

(iii) If the family income is between 500% and 600% of the federal poverty guidelines, the 
district shall pay 50% of the costs of an Independent education evaluation 

(iv) If the family income is over 600% of the federal poverty guidelines, the district shall have no 
obligation to cost-share with the parent. 

5. When the parent seeks and receives public funding for an independent educational 
evaluation under these provisions, the parent may request independent assessments in 
one, more than one, or all of the areas assessed by the school district. 

6. The right to this publicly funded independent educational evaluation under 603 CMR 
28.04(5)(c) continues for 16 months from the date of the evaluation with which the 
parent disagrees. 

(d) If the parent is requesting an independent educational evaluation in an area not assessed by 
the school district, the student does not meet income eligibility standards, or the family chooses 
not to provide financial documentation to the district establishing family income level, the 
school district shall respond in accordance with the requirements of federal law. Within five 
school days, the district shall either agree to pay for the independent educational evaluation or 
proceed to the Bureau of Special Education Appeals to show that its evaluation was 
comprehensive and appropriate. If the Bureau of Special Education Appeals finds that the school 
district's evaluation was comprehensive and appropriate, then the school district shall not be 
obligated to pay for the independent educational evaluation requested by the parent. 

(e) Whenever possible, the independent educational evaluation shall be completed and a 
written report sent no later than 30 days after the date the parent requests the independent 
educational evaluation. If publicly funded, the report shall be sent to the parents and to the 
school district. The independent evaluator shall be requested to provide a report that 
summarizes, in writing, procedures, assessments, results, and diagnostic impressions as well as 
educationally relevant recommendations for meeting identified needs of the student. The 
independent evaluator may recommend appropriate types of placements but shall not 
recommend specific classrooms or schools. 

(f) Within ten school days from the time the school district receives the report of the 
independent educational evaluation, the TEAM shall reconvene and consider the independent 
educational evaluation and whether a new or amended IEP is appropriate.  
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Extended Evaluation 

If the TEAM has found the student eligible for special education services, yet the evaluation is 
insufficient, with the parent/guardian consent, the TEAM may consider an Extended Evaluation. 

Extended Evaluations cannot be used to: 

• Extend the evaluation timeline for completion of required Assessments 
• Deny programs or services to the student 
• Constitute a temporary placement 

The TEAM should write a Partial IEP or a Full IEP in conjunction with an Extended Evaluation form (See 
Appendix L).  This action will ensure, with the parent/guardian acceptance of the IEP, that the student is 
not denied services. 

An Extended Evaluation may extend longer than one (1) week but shall not exceed eight (8) school 
weeks.  The TEAM may decide to meet during the evaluation period, but must reconvene promptly once 
the additional evaluation data is available to review the assessment results and/or complete the IEP. 

The parent/guardian has the right to appeal any eligibility determination to the Bureau of Special 
Education Appeals (BSEA), including a Finding of No Eligibility.  The parent/guardian may contact the 
BSEA directly at: 

Department of Elementary & Secondary Education 
Bureau of Special Education Appeals 

1 Congress St Ste 11 
Boston, MA 02114-2023 
(617) 626-7520 – Phone 

(617) 626-7270 - Fax 
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The IEP Development 
Once a student is found eligible, the IEP needs to be developed using the evaluation data and current 
classroom performance to guide development of goals and benchmarks for the student. 

Immediately following the development of the IEP, the parent must be provided with two (2) copies of 
the IEP.  This must be done within ten (10) school days. 

No later than 30 days after receipt of the proposed IEP, proposed placement, and N1 notice (reflecting 
the mailing date of the IEP), the parents shall: 

• Accept or reject the IEP in whole or in part; request a meeting to discuss rejected portions of the 
IEP or the overall adequacy of the IEP; or if mutually agreed upon, accept an amended proposal 

• Accept or reject proposed placement 

 

Parent and/or student input or concerns:  The TEAM must also look at the student’s overall 
involvement within the school including participation in the extracurricular and other nonacademic 
activities to ascertain other areas of need.  The TEAM may consider how student communicates with 
others, how the students’ behavior affects their learning or the learning of others, how assistive 
technology could support effective progress, or how the students’ disabilities affect transition to post-
secondary activities. 

Vision Statement:  A vision statement is required for all students.  The character of the statement will 
change based on the age of the student. 

The intent of the vision statement is to look forward to future goals, usually 1-5 years in the future.  The 
TEAM steps back from the here and now to take a broader, long-range perspective as it looks to where 
this student is headed in the future.  Knowing where the student is headed makes it easier for the TEAM 
to eventually determine what progress needs to be made this year.   

As the student becomes older and more involved in transition planning (required at age 14), the vision 
statement becomes the hopes and dreams of the student and not the parent and TEAM.  Also, the 
statement for an older student must conform to federal regulation and be based on the student’s 
preference and interests.  It will also include desired outcomes in adult living, post-secondary education, 
and/or work environments. 

Student Strength and Key Evaluation:  The TEAM must next review the student strengths, interests, 
personal attributes and personal accomplishments as well as key evaluation results to enable TEAM 
members to keep the students perspective when writing the IEP.  The TEAM should avoid a segmented 
look at the student where individual skills or problems are identified in isolation.  The TEAM will want to 
keep the big picture in mind and plan to use the student’s strengths in planning steps for the next IEP 
period. 

When developing the IEP for a student with an existing IEP, the TEAM should always review the content 
of the existing IEP as they begin developing a new IEP.  The new IEP should be revised and updated as 
needed to shift goals and services and to demonstrate a progression of learning.  Each year’s 
measurable goals should clearly show a step by step increase in a student’s learning outcomes.  Also, if 
necessary, any lack of expected progress needs to be discussed and addressed. 
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Present Levels of Educational Performance (PLEP) 

A. General Curriculum – PLEP A: 
TEAMS must consider for each student how the student’s disability(ies) affects performance in general 
education curriculum area(s).  However, the discussion of the TEAM need only center on those areas of 
the curriculum where the student’s performance is adversely affected by the student’s disability(ies).  
Clear descriptions of how the disability(ies) impact progress will better assist TEAMS in determining the 
most appropriate and individualized accommodations and specially designed instruction. 

The TEAM will also use the assessment information and their discussion of the student’s present levels 
of educational performance (PLEP) to focus the direction of the IEP goals and services.  The PLEPs must 
be based on current, relevant information about the student obtained from a variety of sources. 

B.  Other Educational Needs – PLEP B: 

TEAMS must ensure that they review the considerations listed on PLEP B.  These lists are not exhaustive 
in nature.  Therefore, TEAMS should describe other identified area(s) of educational needs that affect 
progress, but may not be listed.  The PLEPs must be based on current, relevant information about the 
student obtained from a variety of sources. 

Eligible Students with Behavior Problems: 

If an eligible student’s behavior affects performance in the general curriculum, then the interfering 
behavior should be reflected on PLEP A.  If an eligible student’s behavior affects other areas of 
educational need, then the interfering behavior should be reflected on PLEP B.  If an eligible student’s 
behavior affects performance in the general curriculum and in other areas of educational need, then the 
interfering behavior should be reflected in both locations on the IEP.  TEAMS are reminded that IDEA-
2004 requires pro-active steps in behavior management and in the provision of positive behavioral 
supports for eligible students whose behavior impedes their learning or the learning of others. 

Current Performance Levels/Measurable Annual Goals: 

Most IEPs should contain no more than an average of three to four goals. Goals should relate directly to 
those areas where the student’s disability affects performance and should reflect a focus on those 
areas that make the biggest difference in the student’s performance.  Goals should not identify 
multiple curricular standards in a single curriculum area nor qualify as a detailed weekly or monthly 
lesson plan. 

Current performance levels and goals should relate directly to the previously written Present Levels of 
Educational Performance. 

TEAMS must connect current performance to measurable annual goals. 

The IEP should be written with a direct connection between the current performance levels and the 
measurable annual goals.  The current performance levels state what the student can currently do and 
identify key stumbling blocks.  The goals state what the student will accomplish by the end of the IEP 
period.  The current performance levels become the starting points for determining the goals and the 
goals become the end points for student accomplishment for the IEP period. 

Service Delivery Grid: 

Indirect services represent services that are provided to someone other than the student.   

Section A: Consultation or training for school staff and/or parents.  

Section B: Direct services delivered to students in the general education environment.  
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Section C: Services provided to the student in any other type of setting. 

Although TEAMS are identifying service needs that they believe should take place outside of the general 
education classroom, TEAMS are not, at this point, determining the student’s final placement.  The final 
type of placement is determined after the entire IEP is developed.  There is an exception to this general 
rule:  if the TEAM has, in the course of its discussions, determined that this student will need a longer 
school day or school year, then the service delivery information may reflect services beyond the 
standard school day and, in some circumstances may reflect a need for residential services.  In all cases, 
if extended educational services are required, the goals and objectives developed for the student should 
reflect the comprehensive nature of the student’s program. 

Start dates should be included for all services; however, end dates should be entered only as 
appropriate.  For instance, if speech therapy is recommended for four months and not for the entire IEP 
period, then a start and end date should be entered or if a Team recommends extended school year 
services for a four week period then a start and end date should be entered. In some cases the IEP will 
span school years and may reflect a change in services from one school year to the next. In these cases, 
also, the services will reflect a start and end date. 

Non-participation, Length of School Day/Year, Transportation: 

TEAMS must justify non-participation in general education program.   To reinforce IDEA’s strong 
preference for involvement in the general education environment, the law requires a clear statement 
justifying why removal is considered critical to the student’s program. The basis for the TEAM’S 
conclusion that education of the student in a less restrictive environment, with the use of 
supplementary aids and services, could not be achieved satisfactorily.   

Given reasons should focus on the benefit the student will receive from being outside of the general 
education environment.  An eligible child should not be removed from the general education classroom 
solely because of needed modification of the curriculum.  The justification should refer to any special 
education and related services recommended and not to potential placements. 

TEAMS must describe when a student’s school day or year is modified.  Most students with disabilities 
will attend school on the same daily and yearly schedule as their non-disabled peers.  However, in rare 
circumstances, a TEAM will recommend a schedule modification.  The TEAM may decide the student 
requires a shortened school day, shortened school year, longer school day, longer school year or 
residential services.  In each case, the IEP must describe the modification and the reasons for such 
modification.  An extended day or year program may be identified if the student has demonstrated or 
is likely to demonstrate a substantial loss of acquired skill and/or substantial difficulty in relearning 
skills if an extended program is not provided. 

Transportation is a related service:  Transportation is considered a related service under the Federal 
statute and needs to be provided to ensure that students receive educational benefit from their IEP 
services.  A recommendation for a student to receive transportation, as with other IEP decisions, relates 
back to the effect of the student’s disability(ies) on transportation.  TEAM members must ascertain 
whether the disability(ies) prevents the student from getting to the local school in the same manner as 
the student’s non-disabled peers would get to the local school.  On the IEP under Transportation 
Services, only check “yes” if the student requires modifications or specialized equipment. 

State or District-Wide Assessment: 

TEAMS continue to be responsible for deciding how all students will participate in state and district-wide 
assessments.  However, if no assessments are planned during a particular IEP period, the TEAM should 
note that no testing will occur and leave the remainder of the page blank.  All students participate in 
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MCAS testing with accommodations outlined in the IEP.  MCAS accommodations must be consistent 
with accommodations students regularly receive in their curriculum. 

Least Restrictive Environment (LRE) 

The school district shall ensure that, to the maximum extent appropriate, children with disabilities are 
educated with children who do not have disabilities, and that special classes, separate schooling, or 
other removal of children with special needs from general education program occurs only if the nature 
of severity of the disability is such that education in general education classes with the use of 
supplementary aids and services cannot be achieved satisfactorily. 

Additional Information:  Additional information should include comments on the following items as 
appropriate 

• Autism Consideration Form 
• Need for Paraprofessional Support 
• Need for Bus Monitor or special supports 
• Bullying Language 
• Attendance Issues (if any) 

PLACEMENT DECISION 

The final step in the IEP process is determining the appropriate placement. The type of placement 
should be discussed immediately after an IEP is developed. The IEP forms the basis for the placement 
decision. The placement decision must be based on a careful reflection of the IEP, including the services 
that the TEAM has identified as necessary, and the impact of the disability on the student’s learning.  
Finally, the TEAM must be mindful of the requirement related to FAPE (free appropriate public 
education) in the LRE (least restrictive environment). Only after the needs of the child and the types of 
services have been discussed by the TEAM and agreed to in an IEP can the type of placement be 
effectively chosen by the TEAM. 

The first type of placement option considered for all eligible students will be the general education 
classroom with the use of supplemental aids and services. 

Students may not be denied education in age-appropriate general education classrooms because the 
students’ education requires modification to the general curriculum.  Other options should be 
considered only when the nature and severity of the disability would prevent satisfactory achievement 
within the general education environment. 

The IEP, under no circumstances, should be written “to fit” a particular placement.  TEAMS must 
remember this critical fact when moving through the TEAM process to ensure that the IEP is written to 
address the unique needs of the student. 
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Amendments: 

The IEP can be Amended at any time if the student’s profile and/or goals need to be altered to reflect 
current levels of performance.  This remains the case if new assessment information is obtained.  
However, this cannot be a substantial change to a student’s services and/or placement 

An IEP may only be amended ONCE during the IEP period. 

Annually, the IEP must be reviewed and updated to reflect the growth the student has made, and new 
goals need to be developed.  Input from general educators, special educators, parents and related 
service providers needs to be included.  Input from the student is required if the student is 14 years old 
or older. 

Rejected IEPs/Partially Rejected IEPs: 

In the event a parent rejects all or part of an IEP 

• All accepted portions should be implemented immediately 
• IEP and accompanying notes should be reviewed with Assistant Director of Special Education for 

action 
• Copies sent to the Special Education Directors Office 

Building Based Procedures 

Upon parental response to the proposed IEP and placement, MPS shall implement all accepted elements 
of the IEP without delay. 
 

• Roland Green Preschool: Liaison sends home two copies of the proposed IEP via student 
backpack to the parent after obtaining the building Special Education designee signature, with 
instructions for the parent to keep one copy and to return one copy to the school with their 
signature(s). The liaison submits the original signed IEP (including all forms) (See Appendix M) 
with the completed IEP checklist to the Special Education Office Assistant. The Special Education 
Office Assistant notifies TEAM members the plan has returned and then the Special Education 
Office Assistant submits the original signed IEP (including all forms) and checklist (See Appendix 
M) to the Special Education Directors office. 

• Robinson Elementary School: Liaison sends home two copies of the proposed IEP via student 
backpack to the parent after obtaining the building Special Education designee signature, with 
instructions for the parent to keep one copy and to return one copy to the school with their 
signature(s). The liaison submits the original signed IEP (including all forms) (See Appendix M) 
with the completed IEP checklist to the Special Education Office Assistant. The Special Education 
Office Assistant notifies TEAM members the plan has returned and then the Special Education 
Office Assistant submits the original signed IEP (including all forms) and checklist (See Appendix 
M) to the Special Education Directors office. 

• Jordan Jackson Elementary School: Liaison sends home two copies of the proposed IEP via 
student backpack to the parent after obtaining the building Special Education designee 
signature. The liaison submits the original signed IEP (including all forms) (See Appendix M) with 
the completed IEP checklist to the Special Education Office Assistant. The Special Education 
Office Assistant notifies TEAM members the plan has returned and then the Special Education 
Office Assistant submits the original signed IEP (including all forms) and checklist (See Appendix 
M) to the Special Education Directors office. 
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• Qualter’s Middle School:  The Special Education Office Assistant sends home two copies of the 
proposed IEP to the parent after the liaison has obtained the building Special Education 
designee signature.  Upon receipt of the signed IEP from parent/guardian the Special Education 
Office Assistant notifies all TEAM members /educational staff working with the student of the 
acceptance and directs them to access the plan through X2.  The Special Education Office 
Assistant submits the original signed IEP (including all forms) and checklist (See Appendix M) to 
the Special Education Directors office. 

• Mansfield High School:  The Special Education Office Assistant sends home two copies of the 
proposed IEP the parent after the liaison has obtained the building Special Education designee 
signature.  Upon receipt of the signed IEP from parent/guardian the Special Education Office 
Assistant notifies all TEAM members/educational staff working with the student of the 
acceptance and directs them to access the plan through X2.  The Special Education Office 
Assistant submits the original signed IEP (including all forms) and checklist (See Appendix M) to 
the Special Education Directors office. 
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Extended School Year Guidelines 

All children could benefit from extended year programs. All children have the potential to regress or lose 
progress, forget or revert to previous behaviors to some extent between school years. However, only 
those who meet the following criteria qualify for ESY programs or services: 

1. The student has demonstrated or is likely to demonstrate substantial regression in his or her 
learning skills and/or experiences substantial difficulty in relearning such skills if an extended 
program is not provided. 

2. The student demonstrates significant regression/recoupment status over short-term vacation 
periods or other breaks in his/her education during the school year. 

Although the specific reason(s) vary from student to student, the need for ESY arises when it is 
determined the student: 

1. Requires a significant amount of time to recoup a previously acquired skill or knowledge 
following an extended break from instruction and/or services; 

2. The pupil is at a critical learning period and interrupting instruction and/or services will severely 
jeopardize the students ability to benefit from the program of specialized instruction; 

3. The break will prevent a student who is in a functional curriculum from attaining or maintaining 
self-sufficiency skills that allow for personal independence. 

• Any decision regarding needed ESY programming must take into account the child's history of 
significant regression and limited recoupment capability. In other words, a child's TEAM must 
look backward and forward when considering the need for ESY programming. A completed 
regression documentation (See Appendix N) form must be submitted by May 15th to the 
Assistant Special Education Director if you are making a recommendation for extended year 
services (EYS). 

ESY DEFINITIONS: 

Regression – All students, disabled and non-disabled, experience regression during breaks in instruction.  
For the purpose of ESY Services, regression is a decline in the performance of a skill or acquired 
knowledge, as specified in the annual goal(s) of the student’s IEP that occurs during a break in 
instruction. 

Recoupment – A student’s ability to regain the skill performance or relearn the acquired knowledge to 
approximately the same level that existed just prior to the break in instruction. 

Significant – Regression/Recoupment is significant when the recoupment period is longer than the 
length of break in instruction. 
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NOTES REGARDING SPECIAL POPULATIONS 
Anti-Bullying 

The Massachusetts Bullying Prevention and Intervention Law: 

Chapter 92 of the Acts of 2010 (An Act Relative to Bullying in Schools ) requires school leaders to create 
and implement strategies to prevent bullying, and to address bullying and retaliation promptly and 
effectively if they occur. Sections 7 and 8 of the law have specific implications for the IEP process and for 
students with disabilities.  

Section 7 states: Whenever the IEP TEAM evaluation indicates that a student's disability affects social 
skills development, or when the student's disability makes him or her vulnerable to bullying, 
harassment, or teasing, the IEP must address the skills and proficiencies needed to avoid and respond to 
bullying, harassment, or teasing. (G.L. c. 71B, §3, as amended by Chapter 92 of the Acts of 2010.) 

Section 8 states: For students identified with a disability on the autism spectrum, the IEP TEAM must 
consider and specifically address the skills and proficiencies needed to avoid and respond to bullying, 
harassment, or teasing. (G.L. c. 71B, §3, as amended by Chapter 92 of the Acts of 2010.) 

Sections 7 and 8 of the bullying intervention and prevention law refer to three groups:  

Students with disabilities  

• on the autism spectrum;  

• when the disability affects social skills development; and  

• when the disability may result in a vulnerability to bullying, harassment and teasing.  

It is recommended that IEP TEAMS for these students carefully consider the supports needed to build 
each student's social skills and proficiencies to avoid and respond to bullying, harassment, or teasing.  

Implications for the Individualized Education Program (IEP) 

Because the IEP serves as a vehicle for improving the educational experience and achievements of a 
student with disabilities, the IEP TEAM uses a variety of information sources, including evaluations, 
assessment information, and its discussions of the student's present level of educational performance 
and social acumen, to inform the development of the IEP. The IEP TEAM'S discussion focuses 
comprehensively on the student's educational needs and on the student's overall involvement in the 
school, including participation in the general curriculum and in extracurricular and other nonacademic 
activities. In this process, the IEP TEAM considers the student's disability and the impact of the disability 
on the student's interaction and communication with others.  

• For all three groups of students with disabilities named in the bullying prevention and 
intervention law, the IEP TEAM must consider how the student's disability affects his/her 
learning the skills and proficiencies needed to avoid and respond to bullying, harassment, or 
teasing. Many students will receive support in developing appropriate skills and proficiencies 
through general instruction. In such cases, the TEAM should include in the IEP any supports the 
student needs to learn the needed skills through the existing curriculum. As appropriate, the 

http://www.malegislature.gov/Laws/SessionLaws/Acts/2010/Chapter92
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TEAM should include in the IEP needed accommodations to the general education program, or 
goals and objectives and special education services related to student's learning the necessary 
skills.  

• Because of the nature of Autism Spectrum Disorders (ASD), progress in positive social skill 
development is already a likely focus within the IEP of every student with ASD. Social skills 
instruction should be at the student's skill level and appropriate for his/her age. The focus of the 
IEP in relation to the bullying intervention and prevention law will be to aid the student in 
accessing social and emotional learning to handle more effectively challenges in his/her 
academic, social, and communication realms.  

• IEP TEAMS should consider ways that age-appropriate instruction on bullying prevention and 
intervention incorporated into the school's general curriculum already assists a student with a 
disability in these areas and should reflect this discussion in the IEP. As noted earlier, the IEP 
should address those skills and proficiencies that the TEAM has determined the student would 
be unlikely to learn solely within the general curricular program, or any supports the student 
needs to make learning possible in the general curricular program.  

• IEP TEAMS should consider whether modifications or services are needed for students with all 
types and severities of disabilities to be involved and progress in the school's or district's 
bullying prevention and intervention program that is incorporated into the school's or district's 
general curriculum. Also, TEAMS should ensure that students can participate fully in all 
procedures related to the reporting and investigation of bullying incidents. The district must 
ensure that the IEP TEAM includes a member of the school's staff who is knowledgeable about 
the school's bullying prevention and intervention general education curriculum when those 
issues are discussed at a TEAM meeting.  

• Incorporated within the TEAM meeting process and the TEAM’S discussion of a student's skills 
and proficiencies to respond to bullying, harassment, or teasing may also be education for 
families about the district's bullying prevention and intervention plan, the general education 
curriculum the school is using to instruct all students about bullying prevention and 
intervention, and the reporting mechanisms that are in place within the school.  

• Each time the IEP TEAM convenes, the TEAM should consider whether the student has been 
involved in any bullying incident, and use that information to inform its discussion of the 
student's needs. Additionally, the district should convene the IEP TEAM if the parent or any staff 
member believes that the student is at risk of being bullied or is exhibiting bullying behavior and 
such risk or behavior is directly tied to the student's disability. A statement documenting the 
TEAM’S determination of whether or not the student’s disability makes him or her vulnerable 
to bullying, harassment, or teasing must be stated within the additional information section of 
the IEP. 

Transition Aged Youth 

Transition from School to Adult Life 
Realizing successful post-secondary outcomes is a goal we have for all students. Depending on the 
disability and the support services required in adult life, successful transition from high school to adult 
life may require that planning activities begin in elementary school with students exploring their interests 
in middle school. Starting the process early prepares students with disabilities to think about what they 
want to be able to do in adult life. High school transition planning includes exploring post-secondary 
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opportunities and employment options and may include connecting with the adult service agencies that 
may provide the student with services when he or she graduates or turn 22 years of age. 

Transition elements are incorporated throughout the IEP for a more integrated approach to transition 
planning. Transition planning is required under Federal Law and becomes a major TEAM focus when a 
student reaches fourteen years of age. 

The vision statement, included as part of the IEP, aids TEAM Members in determining the student’s 
transition needs that may be reflected in the IEP. Transition goals and transition services should be 
recorded in the plan.  As a student approaches graduation, the TEAM must also consider the student’s 
graduation status, the need for a Chapter 688 referral and the involvement of adult service agencies. As 
the student nears or reaches the age of seventeen, the TEAM must discuss the transfer of rights at age 
of majority. These last items would be documented under Additional Information on IEP. In the event a 
student does not attend the TEAM meeting prior to the student’s seventeenth birthday, written 
notification will be sent to both the parent(s) and student explaining the transfer of rights options at age 
eighteen. 

Transition Plans must be discussed and documented when the child is 14 years old (See Appendix O).  If 
the child requires services or courses necessary to reach the goals, IEPs must have measurable post-
secondary goals related to training, education, employment, and as necessary, independent living. 

Statement of Needed Transition Services - beginning no later than the first IEP developed 
when the eligible student is 14 or will turn 14 during the IEP period. 

Recognizing the need for students with disabilities to engage in effective transition planning, the 
Individuals with Disabilities Education Act (IDEA) requires that transition planning be part of the 
Individualized Education Program (IEP). Beginning no later than the first IEP developed when the eligible 
student is 14; the TEAM considers the student's need for transition services and documents this 
discussion. If appropriate, the IEP includes a statement of needed transition services. The school 
district understands that it must maintain documentation of a full discussion of the student's 
transition needs, whether or not such discussion identifies needed transition services for the IEP. Such 
documentation must be reviewed and updated annually thereafter. Students must be invited to all 
educational meetings and allowed to participate actively when transition planning is discussed. 

Linkages to Post School Options - beginning no later than the first IEP developed when the 
eligible student is 14 and update annually. 

Beginning no later than the first IEP developed when the eligible student is 14; the IEP's of students 
should include a post-school vision statement as well as identify the transition services necessary to 
support the vision. IDEA 2004 defines transition services as a coordinated set of activities for a student 
with a disability that - 

A. Is designed to be within a results-oriented process, that is focused on improving the academic 
and functional achievement of the student with a disability to facilitate the student's 
movement from school to post-school activities, including post-secondary education, 
vocational education, integrated employment (including supported employment), continuing 
and adult education, adult services, independent living, or community participation; 

B. Is based on individual strengths, preferences and interests; and 

C. Includes instruction, related services, community experiences, the development of 

file://mpsfac1/share/SpEd%20Administration/IEP/SpEd%20Forms/Procedures%20Manual/Transition%20Planning%20Form%20TPF.pdf
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employment and other post-school adult living objectives, and when appropriate, acquisition 
of daily living skills and functional vocational evaluation. (P.L. 108-446, Sec 603 (34)) 

 

Transition Planning Form 

The Transition Planning Form (TPF) (See Appendix O) is a mandated form that is maintained with the 
IEP. As a mandated form, districts must use this format to document that transition planning has 
occurred. Only those aspects of this planning that translate to elements of the IEP are 
"mandated" to occur. We have deliberately designed the planning process to be more than what is 
required by special education in order to have a coherent and inclusive plan of action to help to prepare 
youth for adult life. This inclusive planning process does not require that all identified actions 
will be the responsibility of the school's special education program, but rather that parents, the 
student, general education services, other agencies, community partners, and special education 
services should all work together to assist the student in making a smooth transition to adult life. This 
form will help districts meet the requirements of transition planning in IDEA 2004 and will be the 
required document for districts to demonstrate compliance with the transition requirements associated 
with Indicator 13 of the State Performance Plan for Special Education.  

The two-page TPF guides and documents the transition planning discussion. Page one features two 
sections: 

• The post-secondary vision, which should correspond with the vision statement on the 
IEP; and 

• Disability related needs. The disability related needs section documents skills that require IEP 
goals and/or related services. 

Page two of the TPF (28M/9) is the action plan for the student: 

• It outlines how the student can develop self-determination skills, and 

• Be prepared both academically and functionally to transition to post-school activities in order 
to achieve his/her post-secondary vision. 

• The role and actions of school personnel (in general education and special education), family 
members, adult service providers and others in the community should be documented in this 
section. 

A guiding question is provided for each transition field as part of the action plan, along with 
considerations for each transition field that will assist in guiding the transition planning discussion. 

There is no required order to complete the various sections of the TPF. After considering the 
student’s post-secondary vision, some TEAMS will find it helpful to complete the action plan section and 
then the disability related needs section. Others may choose to consider the disability related needs 
section and then complete the action plan. The goal should be to document a thoughtful and reasonable 
transition planning discussion. 
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Age of Majority - transfer of parental rights to student at age 18 

In Massachusetts, regardless of the severity of their disability, students are considered adults and 
competent to make their own decisions at age 18 (Age of Majority) (See Appendix P, Q, R). Unless there 
is a court appointed guardian or the student has chosen to share decision making with his or her parent, 
the school district must seek the consent of the student to continue the special education program. 
Students at age 18 have the right to make their own educational and medical decisions and must sign all 
consent forms. Parents and students must be notified about the transfer of parental rights to the 
student at least 1 year before the student turns 18 years of age. 

An IEP developed for the 17 year old student must include "a statement that the child has been 
informed of the child's rights under Part B of the Act that will transfer to the child on reaching the age of 
majority." See 34 CFR §300.320(c). School districts are not required to provide detail on the transfer of 
rights, but must state that the student has been informed that the right to make decisions about his or 
her special education will transfer to the student when he or she turns 18. 

On or immediately following the students 18th birthday MHS Liaison will present the student with the 
Notice of Transfer of Parental Rights document, along with procedural safeguards. 

Copies of signed document will be given to both student and parent (mail if necessary) for all students, 
and original copies sent to the Special Education Directors Office. 

Interagency Collaboration - develops supports and services necessary for adult life 

The adult service system is complex and understanding it is essential for effective transition planning. 
When students with disabilities graduate from school or turn 22 years of age, they move from an 
entitlement to a non-entitlement system. While in school students receive services and supports 
mandated by federal and state law. As adults, while they may be eligible for services from adult service 
agencies, these services are not an entitlement, which means they are not guaranteed. 
Consequently, it is essential that educators, parents and students understand the adult service 
system years before adult services need to be accessed. It is a sound practice to invite adult service 
agencies to speak to groups of students and individuals who live with and work with students with 
disabilities in order to understand the eligibility processes specific to each agency as well as the services 
that are available to adults with disabilities. 

Adult Services - make Chapter 688 Referrals and general referrals 

For students with severe disabilities, a Chapter 688 referral (See Appendix S) should be made to 
ensure that students who will require ongoing supports and services from one or more public agency 
are part of the eligibility process for receiving services and supports as adults. For other students 
who require fewer supports and services and may not meet the eligibility requirements for Chapter 
688, a general referral for services can be made to adult service agencies. 

Chapter 688 Referral - Why do it? 

Filing a Chapter 688 referral creates a documented need for services and supports for adults with 
severe disabilities. The primary goal of filing a Chapter 688 referral is to plan for needed adult services 
for students. In those cases where a student is determined to be eligible and services are not provided 
due to a lack of funding or program availability, agency personnel can advocate to increase funds in the 
budget planning process for the next fiscal year in order to provide the needed services. 
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688 Referral Process - one referral per student 

In Massachusetts, students with severe disabilities access adult service agencies through the Chapter 
688 referral process. Chapter 688 provides a two-year coordinated planning process for students 
whose entitlements to special education services will end when they graduate from school or turn 22 
years of age. Contact each agency to find out the eligibility processes specific to each agency as well as 
the services that are available to adults with disabilities in order to determine the appropriate agency 
that should receive the Chapter 688 referral for each student. 

Eligibility - students in need of continued services as adults 

Students who receive services in accordance with an IEP and receive SSI/SSDI and/or are on the registry 
at the Massachusetts Commission for the Blind (MCB) are automatically eligible for Chapter 688. Other 
students who may be eligible are those students with severe disabilities who are in need of continued 
services and are unable to work 20 or more hours per week in competitive, non-sheltered, non-
supported employment at the time they are ready to leave school. Also, students who receive services 
from the Department of Youth Services (DYS) or the Department of Social Services (DSS) and are on an 
IEP or a 504 Plan may be eligible. 

Refer 2 Years before Student Graduates or Turns 22 - filing late jeopardizes service 
availability 

Only school systems can refer students that they believe may be eligible for adult services through 
Chapter 688. A referral must be made at least 2 years before the student is expected to graduate from 
school or turns 22 years of age. This 2 year planning period allows enough time to determine eligibility 
for adult services and for an agency(ies) to include the anticipated cost of services for the student in 
the budget request, which is submitted to the Massachusetts Legislature each year. 

Chapter 688 referrals and supporting documentation are sent directly to the appropriate lead agency 
and a copy of the 688-referral form (See Appendix S) is sent to the Bureau of Transitional Planning (BTP). 
Referrals can be made to the Department of Mental Retardation (DMR), the Department of Mental 
Health (DMH), the Massachusetts Rehabilitation Commission (MRC), the Massachusetts 
Commission for the Blind (MCB) or the Massachusetts Commission for the Deaf and Hard of Hearing 
(MCDHH). 

Individual Transition Plan - a planning document outlining needed adult services 

Special education services provided while a student is in school are entitlements mandated by federal 
and state law. Chapter 688 is not a continuation of special education services and is not an entitlement 
to services. If a student meets the Chapter 688 eligibility requirements, an Individual Transition Plan 
(ITP) is required and written for each student. The ITP is developed in conjunction with school 
personnel, parents, students and the appropriate agencies. The delivery of services identified on the 
ITP is linked to program availability that is dependent on funds allocated in the annual state budget. 
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Students Graduating or Turning 22 

IDEA 2004 requires that the school district needs to provide a Summary of Student Performance (See 
Appendix G)when his/her special education eligibility ends, either due to graduation or turning twenty-
two (22) and exceeding the age eligibility requirements. This summary needs to state the student’s 
academic achievement and functional performance. It must also include recommendations on how to 
assist the student in meeting his/her desired postsecondary goals.  

In order to complete this form, the student’s liaison and guidance counselor shall work collaboratively to 
produce the required information. A copy of the student’s transcript shall be attached to the completed 
Summary of Student Performance (See Appendix G). The case liaison will be responsible for sending the 
completed Summary of Student Performance, along with the student’s transcript to the Special 
Education Directors Office by June 1st.    

Summary of Performance 

The law requires that “the public agency provide a summary of academic and functional performance, 
including recommendations to assist the student in meeting post-secondary goals, for students whose 
eligibility terminates because of graduation with a regular high school diploma or because of 
exceeding the age eligibility for FAPE (Free Appropriate Public Education) under State law” 
(§300.305[e][3]).” 

Summary of Performance is due in the Special Education Directors Office one (1) week prior to 
graduation or aging out (See Appendix F). 
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Progress Reports 
Staff will be informed at the start of each school year as to when progress reports for students with 
identified disabilities are due. 

• All progress report should be dated 
• Progress reports shall coincide with report cards 
• Progress Reports shall be completed by individual service providers 
• Liaison completes all academic progress reports with consultation with teacher as necessary 
• All individual benchmarks must be commented on 
• Progress reports need to include written information regarding the student’s progress 

towards each annual goal in his/her IEP 
• The Assistant Special Education Director shall review progress reports for completeness 

before distribution 
• Case Manager/IEP liaison will ensure that progress reports are sent home 
• The Assistant Special Education Director shall make certain that a copy of the progress 

report is forwarded to the office of Special Education, where it will be filed in student’s 
special education folder 

 

Continuum of Services 

MPS provides or arranges for the provision of each of the elements of a student’s IEP from the ages of 
three through twenty-one within a continuum of services offered within and outside the district – 
including vocational education opportunities. 

MPS has developed a strong relationship with our regional vocational schools and students with 
Individual Education Plans attend the area vocational programs at Bristol Agricultural and Southeast 
Regional Vocational High School. 

Mansfield High School TEAMS address the vocational needs of students who do not attend a vocational 
school setting.  Vocational transition services, training and job coaching are provided to students via the 
IEP process, where appropriate and according to each student’s needs as determined by the TEAM. 
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Section 504 
Procedure for Students with Disabilities 

 

Evaluation 

Any student who needs or is believed to need special accommodations, related services or programs 
under Section 504 of the Rehabilitation Act of 1973 may be referred to the 504 TEAM for evaluation.  
Each building has a 504 Coordinator who will assist in this process. 

  



36 | P a g e  
Mansfield Public Schools – Special Education Process & Procedure Manual (revised August, 2016) 

Discipline of Special Education Students 

All students are expected to meet the requirements for behavior set forth in the student handbook. 
However, students eligible for special education are entitled to certain additional protections under 
state and federal law. Specifically, these laws include M.G.L. c. 71B and its implementing 
regulations (603 CMR 28.00) and 20 USC 1401 et.seq. ("the IDEA") and its implementing regulations (34 
CFR 300 et. seq.). 

Students eligible for special education who violate school rules are subject to removal from their 
current educational placement for up to ten school days per school year, to the extent that such 
removal would be applied to students without disabilities, without prior determination as to whether 
the misconduct is related to the student's disability. 

Anytime school personnel seek to remove a student from his or her current educational placement for 
more than ten school days in a school year, this constitutes a "change of placement" and invokes 
certain procedural rights including but not limited to a review by the IEP TEAM of the relationship 
between the student's disability and the behavior subject to the disciplinary action, which is referred to 
as a Manifestation Determination (See Appendix T). 

If the behavior is a manifestation of the student's disability the student's TEAM will conduct a 
Functional Behavior Assessment and develop a Behavior Support Plan, provided that such an 
assessment was not already conducted before the behavior occurred. In the situation where an 
assessment was already conducted and a Behavior Support Plan is already in place, the TEAM will 
review the plan and revise it accordingly. The student will also be returned to his educational 
placement unless the parent and the school agree otherwise. 

If the behavior is not a manifestation of the student's disability, then the student may be removed from 
his educational placement to the same extent that a regular education student would be removed. The 
special education student must continue to receive his special education services in order to participate 
in the general education curriculum although in another setting, and to continue to progress toward 
meeting the goals set out in the student's IEP. Additionally, the student should receive, as appropriate, 
a Functional Behavioral Assessment and Behavior Support Plan to prevent the behavior from happening 
again. 

There are certain situations in which school personnel may order a change in placement of a special 
education student without regard to whether the student's behavior is determined to be a 
manifestation of the student's disability. These situations include when a special education student: 

• Carries or possesses a weapon to or at school, on school premises, or to or at a school 
function under the jurisdiction of a State or local educational agency 

• Knowingly possesses or uses illegal drugs, or sells or solicits the sale of a controlled substance, 
while at school, on school premises, or at a school function under the jurisdiction of a State or 
local educational agency; or 

• Has inflicted serious bodily injury upon another person while at school, on school premises, or 
at a school function under the jurisdiction of a state or local educational agency. 
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In these situations, school personnel may remove the special education student to an appropriate 
Interim Alternative Educational Setting (IAES) for not more than forty- five (45) school days without 
regard to whether the student's behavior is determined to be a manifestation of the student's 
disability. If a special education student commits an offense which causes the student to be expelled 
from school, the school district continues to be responsible for providing the student with a free 
appropriate public education in another educational setting. 

For more information regarding the rights of special education students see the Massachusetts 
Department of Education's Procedural Safeguards Notice, which is available in many languages, at 
http://www.doe.mass.edu/sped/prb/. Additionally, copies of the state and federal special education 
laws are available online at the Massachusetts Bureau of Special Education Appeals website, at 
http://www.doe.mass.echi/bsea/or can be requested from the Director of Special Education at (508) 
261-7507. 

Discipline of Students Not Yet Eligible for Special Education 

A student who has not been determined to be eligible for special education and related services and 
who has engaged in behavior that violates a code of student conduct, may assert any of the protections 
provided for special education students if the school had knowledge (as determined by the IDEA) that 
the student was a student with a disability before the behavior that precipitated the disciplinary action 
occurred. 

The school district may be considered to have prior knowledge if, before the behavior that 
resulted in the disciplinary action occurred: 
 

• The parent of the student expressed concern in writing to supervisory or administrative 
personnel of the student's school or to a teacher of the student that the student is in need of 
special education and related services; or 

• The parent requested an evaluation of the student; or 
• District staff expressed, directly to the special education director or other supervisory 

personnel, specific concerns about a pattern of behavior demonstrated by the student. 

The district may not be deemed to have had knowledge if the parent has not consented to an 
evaluation of the student or has refused special education services, or if an evaluation of the 
student was completed and resulted in a determination of ineligibility. 
If the district had no knowledge that the student is a student with a disability prior to taking disciplinary 
action, the student may be subjected to disciplinary measures applied to students without disabilities. 
However, if an evaluation is requested during the time period in which the student is subjected to these 
disciplinary measures, the district must conduct the evaluation in an expedited manner. Until the 
evaluation is completed, the student remains in the educational placement determined by the district, 
which can include suspension or expulsion without educational services. If, after the evaluation, the student 
is determined to be eligible the district must provide special education and related services in accordance 
with the IDEA. 
  

http://w.doe.mass.edu/sped/prb/
http://www.doe.mass.echi/bsea/
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Physical Restraint 
 
The Mansfield Public Schools complies with the Massachusetts Department of Elementary and 
Secondary Education’s (DESE) regulations 603 CMR 46.00 to the extent required by law, in order to 
protect students of the district from the use of unreasonable physical restraint at school and at school-
sponsored events and activities, whether or not on school property.  See School Committee Policy 
JKAA. 

Restraint Procedures 

I. Scope:  This law relates to restraint of students in all Massachusetts public schools. 

II. Purpose: To prevent unreasonable physical restraint 

A. Physical restraint should only be used as an emergency procedure of last resort and only 
after all other less intrusive interventions have been used and failed, including de-
escalation strategies. 

B. Students should be physically restrained only when needed to protect a student or 
other member of the school community from immediate serious, physical harm. 

C. Every effort should be made to prevent or minimize any harm to the student as a result 
of the use of physical restraint. 

III. Procedure 

A. Students at risk for violent or self-injurious behaviors should be reported to the building 
administrator who will assign appropriate staff to provide support.  Students in 
immediate danger to harm themselves or others should be under continuous 
supervision until they receive services or leave school grounds safely with an 
appropriate adult. The administrator will coordinate the building response. 

B. Office personnel are trained to immediately contact three qualified staff trained in 
restraint.  Office personnel will have a list of all trained staff, and contingency plans in 
order to immediately contact them.  Contingency plans should account for the absence 
of office personnel and/or trained staff. 

C. Staff members have been trained and certified in CALM, which is a safe, non-harmful 
behavior management system designed to help human service workers provide for the 
best possible care and welfare of assaultive, disruptive, or out-of-control persons.  They 
receive 16 hours of initial training, and are re-certified yearly. 

D. Restraint techniques include: 

1. One or two person basket holds 
2. Two person wall hold 
3. Transport technique, which involves two staff moving a student from one 

place to another. 
E. Extended restraints, that is restraints that last longer than twenty minutes, will be 

avoided unless absolutely necessary.  Extended restraints increase the likelihood of 
injury. 

F. Restraints will be administered with due consideration for an individual student’s pre-
existing medical, psychological, or behavioral modifications or needs.  Staff should 
inform restraint TEAM of any such condition. 
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G. Only assigned, trained staff will administer a restraint.  At least one other staff member 
will be present as an observer. 

H. Physical restraint will be administered only when needed to protect a student or 
member of the school community from immediate, serious, or physical harm and non-
physical interventions were not effective.  Physical restraint is not to be used to protect 
property, ensure compliance, or as a punishment.  The physical restraint will be 
terminated immediately after it is safe for the student, other students and staff. 

I. In order to prevent the need to administer physical restraint, staff should make every 
reasonable effort to de-escalate anxious, agitated, or angry students.  Empathetic verbal 
interventions, alternative appropriate behavioral choices, and assistance from support 
staff are all helpful considerations.  Confrontations and “power struggles” should be 
avoided.  Staff members are encouraged to call for assistance in order to avoid 
escalating problematic behavioral changes that may suggest the potential for acting out 
behaviors if not attended to with care. 

IV. Training/Communication/Reporting 

A. These procedures will be presented by the building administrator or designee during the 
first month of each school year, and for employees hired after the training, within one 
month of their employment. 

B. These procedures will be made available to parents of all enrolled students. 

C. See School Committee Policy JKAA. 

 

Notice 

The Superintendent will disseminate this policy and its accompanying procedures to staff annually and 
will make a copy of this policy and procedures available to parents through the Mansfield Public Schools 
website. 
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Home and Hospital 

The Massachusetts regulation requiring educational services in the home or hospital is 603 CMR 
28.03(3)(c). It reads as follows: 

Upon receipt of a physician's written order verifying that any student enrolled in a public school 
or placed by the public school in a private setting must remain at home or in a hospital on a day 
or overnight basis, or any combination of both, for medical reasons and for a period of not less 
than fourteen school days in any school year, the principal shall arrange for provision of 
educational services in the home or hospital. Such services shall be provided with sufficient 
frequency to allow the student to continue his or her educational program, as long as such 
services do not interfere with the medical needs of the student. The principal shall 
coordinate such services with the Administrator for Special Education for eligible students. Such 
educational services shall not be considered special education unless the student has been 
determined eligible for such services, and the services include services on the student's IEP. 

 
The intent of this regulation on home or hospital instruction is to provide a student receiving a 
publicly funded education with the opportunity to make educational progress even when a 
physician determines that the student is physically unable to attend school. While it is impossible to 
replicate the total school experience through the provision of home/hospital instruction, a school 
district must provide, at a minimum, the instruction necessary to enable the student to keep up in 
his/her courses of study and minimize the educational loss that might occur during the period the 
student is confined at home or in a hospital. 
 
Although the regulation on home/hospital instruction is included in the Special Education Regulations 
(603 CMR 28.0o), home/hospital instruction is not considered "special education" unless the student 
has been found eligible for special education. In other words, home/hospital instruction typically is 
considered a regular education service, since it is in the interest of both the individual student and the 
school to make it possible for the student to keep up with schoolwork while s/he is unable to 
attend school for medical reasons. 

Who is Entitled to Educational Services in the Home or Hospital 
Public school students. A public school student who, due to documented medical reasons, is confined to 
home or a hospital for not less than fourteen (14) school days during the school year, is entitled to 
receive home/hospital educational services as described under 603 CMR 28.03(3)(c). In this context 
"public school student" means a student who is enrolled in a public school district or a charter school, 
or a student who is being educated with public funds in an educational collaborative or an approved 
private day or residential special education school. The requirement for a school district to provide 
home/hospital instruction to a public school student who is being educated at public expense is not 
dependent upon the student's eligibility for special education. 
Private school students. A student who is enrolled in a private school at private expense ("private 
school student") is entitled to receive publicly-funded home/hospital instruction as a special 
education service if s/he has been found to be a student with a disability who requires special education. 
Mass. General Laws Chapter 71B, § defines "school age child with a disability" as follows: 
 

a school age child in a public or non-public school setting who, because of a disability consisting 
of a developmental delay or any intellectual, sensory, neurological, emotional, communication, 
physical, specific learning or health impairment or combination thereof, is unable to progress 
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effectively in regular education and requires special education services, including a school age 
child who requires only a related service or related services if said service or services are 
required to ensure access of the child with a disability to the general education curriculum. 
G.L. Chapter 71B, § 1 (emphasis added). 
 

Students with chronic illnesses who have recurring home/hospital stays of less than 14 consecutive 
school days, when such recurrences have added up to or are expected to add up to more than 14 school 
days in a school year, are also eligible for home or hospital educational services if they are requested and 
the medical need is documented by the physician (Physician Statement for Temporary Home/Hospital 
Education (See Appendix U). 

Home and hospital educational services under 603 CMR 28.03(3)(c) must begin without undue delay 
after the school district receives written notice from the student's physician that such services are 
necessary. Please note that there is no required 14-day waiting period before home or hospital 
instruction can commence if it is likely that the student will be absent from the school-based program 
for 14 school days or more in the school year. 
 

Home and Hospital Forms must be renewed every 60 days. 
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Legal Notices and Advisories 

 
 
Parent’s Notice of Procedural Safeguards 
 DESE website link: 
  www.doe.mass.edu/sped/prb/ 
 
Student Records 
 DESE website link: 
  www.doe.mass.edu/lawsregs/603cmr23.html?section=07 
 
 
Voluntary Termination of Special Education Services by Parent 
 DESE website link: 
  www.doe.mass.edu/sped/advisories/10_1.html 
 
 
Home/Hospitalized Educational Service 
 DESE website link: 
  www.doe.mass.edu/pqa/ta/hhep_qa.html 
 
 
Translated IEP Forms and Notices 
 DESE website link: 
  www.doe.mass.edu/sped/iep/tforms.html 
 
 

  

http://www.doe.mass.edu/sped/prb/
http://www.doe.mass.edu/lawsregs/603cmr23.html?section=07
http://www.doe.mass.edu/sped/advisories/10_1.html
http://www.doe.mass.edu/pqa/ta/hhep_qa.html
http://www.doe.mass.edu/sped/iep/tforms.html
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APPENDIX 
 
 

A. Educational Assessment Part A        

B. Educational Assessment Part B        

C. Evaluation Report Template        

D. Autism Consideration Form        

E. In Home Evaluation Consent        

F. Request for Waiver of Assessments       

G. Summary of Performance        

H. TEAM Member Excusal Form        

I. IEP TEAM Meeting Parent Waiver       

J. Special Education Eligibility Flow Chart       

K. N2 – Finding of No Eligibility and/or Refusal of Requested Services   

L. Extended Evaluation Form        

M. Required IEP Checklist         

N. Extended Year Service Recommendation Form      

O. Transition Planning Form        

P. Age of Majority          

Q. Notice of Transfer of Parent’s Rights       

R. Age of Consent Decision Form        

S. 688 Referral Form         

T. Manifestation Determination        

U. Physician’s Statement for Temporary Home/Hospital Education    

V. School Visitor Observation Request       

W. Parent’s Notice of Procedural Safeguards      
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