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GENERAL INFORMATION-REMINDERS 

 

• The Department of Elementary and Secondary Education (DESE) Special Education Compliance 
Standards and Indicators is referenced to document the reasons for requiring special 
education process activities.  The DESE expects staff to be knowledgeable about the Special 
Education Process and Eligibility Criteria.  A copy of the Special Education Process and the 
Eligibility Criteria can be found on DESE’s website at www.dese.mo.gov Special Education 
Compliance. 

 
• Confidential information about students, spoken or written, must be managed and 

disseminated in accordance with the Family Educational Rights and Privacy Act (FERPA).  A 
copy of the FERPA regulations can be found at 
http://www.ed.gov/policy/gen/guid/fpco/ferpa/index.html . 
 

• Forms referenced in this manual can be found on both the Student Information System (SIS) 
and the District’s intranet at http://www.slps.org/site/default.aspx?PageID=1, Site Shortcuts-
SLPS Intranet, login in with your SLPS username, click on Forgot My Password if needed, 
District Forms, Special Education Forms & Resources.  Electronic forms will expand to 
accommodate any amount of narrative but may cause a shift in page numbering.  If this 
occurs, make sure you are entering data in the correct section. 

 
• All documents completed during the processes should be maintained at the school site in the 

student’s Legal Access Folder (red-colored folder). 
 

• Speech/Language, vision and hearing screenings, other than for a mass screening, require 
parental consent.  When conducted, these activities are considered Level 1 assessments and 
therefore, require parental permission to evaluate prior to conducting the screening. 
 

• Student observation is a required prerequisite for a music therapy assessment.  If this 
observation requires student isolation, then the observation becomes a Level I Assessment 
and therefore, requires parental permission to evaluate prior to conducting the screening. 
 

• If applicable, efforts should be made to hold an Initial IEP meeting on the day of the Eligibility 
Staffing and to align the triennial reevaluation and the Annual IEP meeting.  If this cannot be 
accomplished because of required attendees’ scheduling, the IEP meeting must be held no 
later than 30 calendar days following the date of the Eligibility Staffing. 
 

  

 
 

http://www.dese.mo.gov/
http://www.ed.gov/policy/gen/guid/fpco/ferpa/index.html
http://www.slps.org/site/default.aspx?PageID=1


• Procedural Safeguards must be issued in the communication mode of the parent/adult 
student.  They can be obtained in foreign languages, American Sign Language and Braille.  The 
current version of the Procedural Safeguards for Parents and Children is dated August 2009.  
To view the current version, follow this link:  
http://dese.mo.gov/se/compliance/Proc_Safe/index.html.  

 
• References to the “parent” also include the “adult student”.  The adult student who has 

reached the age of majority (age 18). 
 

• Foreign and sign language interpreters can be secured for meetings, when needed. 
International Institute at 314.773.9090. 

   
 

•  Speech Only notations refer to articulation/phonology, voice and/or fluency disorders. 
 

  
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

http://dese.mo.gov/se/compliance/Proc_Safe/index.html


CATEGORIES 
 

   

   

Suspected 
severe to 
profound 
disability 

 

Suspected 
mild to 

moderate 
disability 

 

Early 
Childhood-

Prekindergarten  
Suspected 

developmental 
delays 

(District and Non-District) 
 

 

 

 
 
 
 
 
 

 

 

Category 1 

 

 

 

Category 2 

 

 

Category 3 

 
 



CATEGORY 1 
Suspected severe to 
profound disability 

These students present indicators of an obvious disability(ies) that 
will not respond to regular education interventions.  Obvious 
disabilities are usually suspected when a medical/outside 
report has been received that identifies a speech disorder 
(articulation/phonology, voice and/or fluency), or severe to 

profound disability (e.g., Intellectual Disability, Deaf/Blindness, 
Traumatic Brain Injury, severe Autism). 

 
This category also includes students: 
 

1) Who may present behaviors that endanger themselves 
or affect the safety of others and those whose suspected 
disability is not documented by an outside report. 

               OR 
 

2) Whose obvious physical, sensory, social or cognitive 
impairments significantly prevent meaningful participation 
in the general education environment. 

 
  Category 1 - Referrals for a special education evaluation are made without prior                                           
implementation of Student Intervention Team interventions when the student  
                                         has an obvious disability. 
 
                                         NOTE: For suspected Category 1 students, the Principal  
 should immediately contact the appropriate Special 
 Education Manager for possible interim placement. 
 The principal instructs the School Counselor to initiate 
 the collections of existing data.  The findings are 
 reviewed by school counselor, psychological 
 examiner/psychologist and/or speech/language 
 pathologist and the LEA (principal). 
 
                                         NOTE: For Speech Only, the Principal should confer with the 
 Speech/language pathologist and instruct the School 
 Counselor to initiate the collection of existing data.   
 The findings are reviewed by the counselor, speech/ 
 language pathologist and LEA (principal). 
 
  

 
 



CATEGORY 3 
Early Childhood (Pre-

Kindergarten) suspected 
developmental delay 

CATEGORY 2 
Suspected mild to 

moderate 
disability 

 
These students present difficulties in the school setting that could 
possibly be remediated by the use of research-based 
interventions or students for whom a medical/outside report 
diagnoses a mild to moderate disability of any kind, except 

Speech. 
 

 
 
Category 2 -Referrals for special education evaluations are made when the student has failed to 
respond to appropriate research-based interventions monitored by the Student Intervention Team. 
 
                                            NOTE: Regular education intervention activities that precede  
 consideration of the need for a special education 
 evaluation involve a minimum of two (2) separate 

meetings. These meetings are scheduled in 
accordance  with an individually determined timeline. 

 
 
                                            These students, ages 3, 4 and 5 years old, present indicators of a  
                                            developmental delay. 
 
                                             NOTE: If students are receiving Part C services (i.e., First  
 Steps), an LEA (transition) meeting with First Steps 
 providers must be held when the child reaches the 
 age of 2 years, 6 months, provided the child was a 
 part of the First Steps program 6 months prior to 
 their 3rd birth date.  This meeting is managed through 
 the Early Childhood Special Education Department. 
 
 
 
 

Early Childhood students can follow one of two paths in the referral 
process: 

 
1.  Students who attend daycares, non-district preschools, 

parent referrals and non-district Head Start classes, follow 
Category 1 procedures. 
 
 

2.  Students who attend St. Louis Public Schools preschools 
or Head Start classes follow Category 1 or 2 procedures 

depending on the nature and extent of the suspected concern. 
 

 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 

CLARIFICATION OF ASSESSMENT RESPONSIBILITIES 
FOR PRESCHOOL STUDENTS 

 
 

 The school-based evaluation team is responsible for all 
student evaluations (Pre-K and up) in the school(s) to 
which the team members have been assigned. 

 
 The Early Childhood assessment teams are responsible 

for the assessment of  students attending non-district  
preschools, daycares and Head Start programs.  

 

 
 



 

 
 

PROCEDURES FOR STUDENTS 
CATEGORY 1 & CATEGORY 3 

 

 
Category 1:  A student who presents an obvious disability and does not go through the 
Student Intervention Team (SIT) process 

  
Category 3 (Non-District):  An EC student who is attending a non-district site 
(Processes and procedures for this group are managed by the ECSE Diagnostic Team.) 

 
Category 3 (District):  An EC student who is attending a district site  
(Processes and procedures for this group are managed by the school-based Diagnostic 
Team.) 
  

 
Roles and Responsibilities: 

 
The Regular Education Teacher or 
The Preschool Teacher (district site) 

• Obtains from the School Counselor and completes 
o The Student Data Profile (SDP), Section A (SDP, pgs 1-4) 
o If there are social/emotional or behavioral concerns 

 Student Data Profile Section B (pgs 1-2) and 
o The Behavioral Observations and/or Correlates of Psychological Processing 

(BOC, pgs. 1-6). 
 Or for Preschool 

o The Preschool Behavioral Observations Correlates Teacher Checklist- 
(P-BOC, pg. 1-2) 
 

• Gathers copies of existing information and brings them to the Referral Review Meeting.  This 
information may include: 

o Report card 
o Work samples 
o SIS information 
o Appropriate anecdotal  records, outside reports (behavior, medical, psychiatric) 
o Discipline forms 
o Any other pertinent information 

 
 
 

 
 



ECSE Intake Specialist (non-district site) 
• Provides the following to non-district daycares,  preschools and Head Starts: 

 Preschool Behavioral Observations Correlates Teacher Checklist- (P-BOC) 
NOTE:  Parental requests do not require P-BOC’s 

 Preschool Teacher/Parent Checklist 
 Procedural Safeguards within 5 school days of the date of the referral 
 Parent’s Bill of Rights 

 
• Collects and disseminates information to the ECSE diagnostic team 

This information may include: 
o Work samples, if applicable 
o Anecdotal  records 
o Outside reports (behavioral, medical, psychiatric) 
o Discipline forms 

 
• Birth certificates  
• Registers new student for enrollment in SIS 
• Any other pertinent information 

 
The School Counselor 

• Provides to the Regular Education or Preschool Teacher 
o The Student Data Profile (SDP), Sections A and the Behavioral 

Observations and/or Correlates of Psychological Processing (BOC, pgs. 1-6) 
o The Preschool Behavioral Observation Correlates Teacher Checklist 

(P-BOC, pgs. 1-2), if appropriate 
• Collects the disseminated documents from the teacher 
• Starts the student’s case folder 
• Meets the School Psychologist/Psychological Examiner and the Speech-Language 

 Pathologist/Diagnostician (if a speech and/or language concern is noted in the collected 
 information) and LEA (principal) to review all collected information 

•  Completes the Request for Consideration for Initial Special Education Evaluation form 
 in the Referral Band in the SIS on-line system within 5 calendar days of the referral. 

 Build a team in the Referral Band in the SIS on-line system based on the referral 
concern(s), may include  

o School Psychologist/Psychological Examiner 
o Speech-Language Pathologist/Diagnostician 
o Occupational Therapist  
o Physical Therapist 
o Vision Itinerant 
o Hearing Itinerant 

•  Gives the case folders to the School Psychologist/Psychological Examiner (Multi- 
  Disciplinary) or the Speech-Language Pathologist/Diagnostician (Speech only) 
 

The School Psychologist/Psychological Examiner or Speech-Language Pathologist/Diagnostician 
• Schedules the Review of Existing Data Meeting 

 
 



 
 
 

 
 

 

 

 

 Students in the following categories would have 
       received research-based interventions monitored  
       by the Student Intervention Team (SIT). 

 
       Refer to the Student Intervention Team Process 
       and Procedures Manual to review SIT activities. 
 
 

 

  

 
 



 
 
 
 
 
 
 

PROCEDURES FOR STUDENTS  
CATEGORY 2 & CATEGORY 3   

 
 

Category 2:  A student who has failed to respond to appropriate researched-based 
interventions monitored by the Student Intervention Team (SIT) process  

  
Category 3 (District):  An EC student who is attending a district site 
(Processes and procedures for this group are managed by the school based team.) 
 
 
The Referral Review Team- (School Counselor, School Psychologist/Psychological Examiner and/or 
Speech-Language Pathologist/Diagnostician and LEA) 
 
PURPOSE:  To accept or return the recommendation for consideration of a special education 
evaluation from the Student Intervention Team (SIT). 
 

Roles and Responsibilities: 
 
 Referral Review Team 

o Reviews the collected information 
o Makes the determination to accept or return to the Student Intervention Team 

 
 School Counselor 

o Records the decision and date on the Referral Review form by checking accepted or 
returned to the SIT.  If the referral is returned, the reason must be stated along with 
the date of the decision.  Regardless of the decision, the date the Referral Review 
Team receives the referral is the date of referral.   

o Affixes signatures on the paper copy of the Referral Review form.  The principal’s 
signature is required to indicate attendance  

o If accepted, completes the SLPS Referral for Initial Evaluation (Paper Form) 
o Writes the reason for referral 
o Writes the description of concerns 
o Enters the referral decision.  If the district determines an evaluation is or is not 

warranted, the referral date should be entered on the line provided. 
o Enters the publication date of the Procedural Safeguards (most recent version)  
o Enters the date of provision to the parent (within 5 school days of the referral 

date). 
o Enters the name and role of the persons making the referral decision 
 

 
 



o Completes the Request for Consideration for Initial Special Education Evaluation in the 
Referral Band in the SIS on-line system  

a) Step one 
b) Step two 
c) Step three 

 
School Psychologist/Psychological Examiner or Speech-Language Pathologist/Diagnostician (Speech 
Only) 

• Establish the date for the Review of Existing Data Meeting (within ten (10) days of the  
referral date). 

 
 



                                  
      

 
 

 

 

 

PURPOSE 
 
 

To decide what, if any, additional 
data/information is needed to determine eligibility 

for Special Education and Related Services 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
THE REVIEW OF 

EXISTING DATA MEETING 
(Categories 1, 2 and 3) 

 
 

 
 



 

 

 
 
 
Documentation is required that a group of individuals meeting the requirements of an 
IEP team and other qualified professionals, as appropriate, review all relevant existing 
data on the child.  (Source:  Special Education Compliance, Program Review Standards 
and Indicators.  Department of Elementary and Secondary Education, Section, 200.30) 
 
REQUIRED PARTICIPANTS  (DISTRICT) 

• Representative of the public agency (LEA) 
 

• Student’s Regular Education Teacher or Preschool Teacher of the child   
  

• School Psychologist/Psychological Examiner 
 

• Speech-Language Pathologist/Diagnostician (Speech only) 
 

• Individual Interpreting Instructional Implications of  Evaluation Results 
 

• Other qualified professionals having pertinent information to share about the 
student 

 
INVITED BUT NOT REQUIRED 

• School Counselor, (except for Speech only) referrals 
 

• Parent/Adult Student 
 

• Student at any age, if appropriate 
 

  

 

PARTICIPANTS IN THE REVIEW OF  
EXISTING DATA MEETING 

 
 



 

 
 
 
 
All team participants have the responsibility of preparing for the Review of Existing Data meeting.  
The information reviewed should include… 
 Evaluations and information provided by the parents of the child 
 Performance on current classroom-based assessments 
 Performance on state and district-wide assessments 
 Classroom-based observations 
 Observations by teachers and related services providers, if available and applicable 

 
Additionally, information to be reviewed should include but is not limited to: 
 Latest report card 
 Work samples:  SIS Information (attendance, discipline, etc.) 
 Outside discipline forms, if appropriate 
 Appropriate anecdotal records, outside reports behavioral, medical, psych 
 SLPS Student Data Profile 
 School health records, if a vision, hearing, general health or motor concern has 

been previously identified  
 
Advance preparation involves several activities important to the overall success of the meeting.  
These responsibilities may include, but not limited to, the described activities for each participant. 
 
Local Education Agency (LEA) Representative 
 
This staff member must have the authority to commit agency resources to implement the IEP and 
ensure that whatever services are set out in the IEP will not be vetoed at a higher administrative 
level within the agency.  (Source:  Special Education Compliance, Program Review Standards and Indicators, 
Department of Elementary and Secondary Education, Section 200.670). 
 
This individual is any designated member of the school staff who meets the following requirements: 

• Qualified to provide or supervise the provision of Special Education 
• Knowledge of the general curriculum 
• Knowledge of the availability of District resources 

 
The LEA 

• Shares any knowledge of the student 
• Requests an educational surrogate for students who have no parent or someone acting as a 

parent 
• Explains Procedural Safeguards to the parent/adult student when requested 
• Monitors compliance with federal, state and local guidelines 
• Makes the necessary arrangements for designated staff to attend the Review of Existing Data 

meeting 

 

ROLES AND RESPONSIBILITIES OF THE REVIEW OF 
EXISTING DATA MEETING PARTICIPANTS 

These documents 
should be in the case 

folder that was 
started by the school 

counselor. 

 
 



• Assists the team in making appropriate decisions regarding the need for additional 
information 

• Assures documents are appropriately completed and submitted in a timely manner 
• Ensures completion of the Notice of Action  

 
School Psychologist/Psychological Examiner and/or Speech-Language Pathologist/Diagnostician for 
a Speech Only  

• Schedules the Review of Existing Data (RED) meeting  
• Completes the Notification of Meeting (NOM), in the Referral Band in the SIS on-line system 
• Prints NOM for mailing to the parent.  It can be emailed as well, within SIS. 
• Sends the NOM to the parent, required and invited parties.   
• Documents the attempts to contact the parent/adult student on the Record of District 

Attempts to Schedule Meeting form (page two of the NOM) 
• Conducts the RED meeting  
• Completes the RED document with input from the participants and supporting records in the 

Referral Band in the SIS on-line system 
• Completes the “Type and Description of Data Reviewed” section 

 Indicate the source (e.g., Easter Seals Midwest [formerly Touchpoint], Ranken 
Jordan Rehabilitation Center), type of report (e.g., 5-week progress report, 
Discharge Summary) and date of the report (e.g., 06-05-11). 

• Completes the “Summary of Information Gained” section 
 Should describe the student’s present level of performance and educational 

needs 
NOTE:  Do not write “No concerns” or “N/A” as the summary of 
information gained.  The reason(s) for having no concerns should be 
fully described. 

• Completes the Team Conclusions and Decisions page of the RED in the SIS on-line system on 
the same day of the meeting 

• Completes the Notice of Action (NOA) which reflects the decision of the participants/team 
NOTE:  If the team’s decision is to evaluate with formal testing, the parent/guardian or 
adult student must sign page two of the NOA.  If the decision is not to evaluate, a copy of 
the NOA documenting the team’s decision must be provided to the parent.   

 
Parent/Guardian or Adult Student 
“Parent” refers to a parent/ guardian, a person acting as a parent, or foster parent or an 
educational surrogate appointed by the Department of Elementary and Secondary Education. 
(Source:  Special Education Compliance, Program Review Standards and Indicators, Department of Elementary and 
Secondary Education, Section 200.700.d). 

• Shares information regarding the student’s strengths, abilities and needs 
• Assists the team in making appropriate decisions regarding the need for additional 

information 
• Signs NOA, if appropriate 

 
 
 

 
 



Student, if appropriate 
• Indicates school activities he/she enjoys and would like to pursue 
• Shares concerns and/or questions, indicates accommodations that have been helpful 
• Participates in the discussion regarding his/her strengths and needs 
• Assists the team in making appropriate decisions 

 
Regular Education or Preschool Teacher of the Child 
At least one (1) Regular Education Teacher of the child must attend the Review of Existing Evaluation 
Data Meeting. 

• Provides and discusses anecdotal records, work samples and other information relevant to the 
student’s current performance in relationship to the general education curriculum, including 
behavior and attendance patterns 

• Identifies instructional and classroom management strategies that have been successful 
• Identifies the student’s learning style in the general education classroom and discusses special 

factors that may impede the student’s learning 
• Assists the team in making appropriate decisions 

 
Other Qualified Professionals (who were identified as required members of the Student Intervention 
Team or who have expertise in the area(s) of concern) 

• Assist the team in making appropriate decisions about the need for additional information 
 
Other qualified professionals may include but are not limited to: 

• School Social Worker 
• Assists in obtaining permission to evaluate on the Notice of Action and provides 

Procedural Safeguards if the parent did not attend the Review of Existing Data 
Meeting.    

• School Nurse 
• Speech-Language Pathologist/Diagnostician 
• Itinerant Teacher of the Hearing Impaired 
• Itinerant Teacher of the Visually Impaired 
• Occupational Therapist 
• Physical Therapist 

 
NOTE:  For students ages 3, 4 and 5 years old not in Kindergarten, if existing information is 
more than one year old, the District must collect additional data/information. 

 
 



  
DECISION OPTIONS 

 

 

 

 

 

Following the Review of Existing Data Meeting, the team must make 1 of 2 evaluation decisions. 
 

 

Decision 1 
• No Additional Data Is Needed 
• Must provide parent with prior written Notice of Action and an Evaluation Report that includes an 

eligibility determination based on the Review of Existing Data 

Decision 2 
• Additional Data Is Needed 
• MUST provide parent with prior written Notice of Action for intent to evaluate and provide a 

description of the area(s) to be assessed and the tests to be administered, if known.  Parental 
consent is required to initiate the evaluation. 

 
 



 
 
 

 

 

 

 

 

Generally, existing data is not sufficient to meet all requirements of initial eligibility criteria even 
when an outside report has been received.  The outside evaluation report must include… 
 

A. Information in all areas of functioning 
A. Vision 
B. Hearing 
C. Healthy/Motor 
D. Speech 
E. Language 
F. Intellectual/Cognitive 
G. Adaptive Behavioral 
H. Social/Emotional/Behavioral 
I. Academic Achievement 
J. Post-Secondary Transition 
K. Assistive Technology 

 
B.  Diagnostic information that meets all requirements of initial eligibility criteria 

 
C.  Documentation of educational significance that has been collected through observation of    

   the student in the school setting 
 
 Select Decision 1– “No Additional Is Data Needed” when requirements A, B and C are met 
 
 Select Decision 2 – “Additional Data Is Needed”  and will be collected by administering 
 assessment instrument(s) requiring parental consent” when existing data/information is not 
 sufficient to meet all requirements of initial eligibility criteria “A”, “B” and “C” are not met.  
 
  

 
Making Decisions for Students in 
Category 1 & Category 3 (NON-DISTRICT) 

 
 



DECISION I – CATEGORY 1 & CATEGORY 3 (NON-DISTRICT) 

“No Additional Data Is Needed”  
  

 
The School Psychologist/Psychological Examiner or  
The Speech-Language Pathologist (Diagnostician (Speech Only) 

• Checks the “Area/Data Source”, enters the “Type and Description of Data Reviewed,” 
and enters the “Summary of Information Gained” on the Review of Existing Data 
Documentation Form in the Referral Band in the SIS on-line system 
 

• Checks  “no” in each area where no further assessment information is needed 
 

• Completes Team Conclusions and Decisions 
• Checks “No Additional Data is Needed” when existing information is sufficient 

to determine eligibility 
 

• Checks “For Initial Evaluation” (Provide parent with Notice of Action) 
NOTE:  The parent must be provided with a Notice of Action that explains 

              the decision not more than 30 calendar days from the date of the  
  referral 
 

• Checks “The following individuals, meeting the requirements of an IEP team….” 
 

• Enters the date of meeting  
 

• Obtains the signature of the attendees 
NOTE:  If an individual is serving in more than one (1) role, all parties must be 
aware of each role in which the individual is serving and each role must be 
documented 
 

• Enters the following in the Referral Band in the SIS on-line system within 5 school     
days of completion 

• Review of Existing Data 
• Notice of Action 
• Description of Areas 

 
• Writes the evaluation report within the SPED Assessment Band in the SIS on-line 

system 
 

TIP:  If the report is not completed, a working draft of the evaluation report 
should be present at the meeting to facilitate discussion and decision-making.  
The document should be marked “DRAFT.” 
 

 
 



• Convenes and conducts the Eligibility Meeting within 45 calendar days of the date the 
Notice of Action-Initial Evaluation (with assessment or without assessment) 
NOTE:  Although the Department of Elementary and Secondary Education requires 
the eligibility staffing be held within 60 calendar days of the date of the Notice to 
Evaluate, if no consent is required, it is the practice of the St. Louis Public Schools to 
convene the eligibility staffing within 45 calendar days of the date of the Notice to 
Evaluate, if no consent is required. 
 

• Writes the evaluation report in the SPED Assessment Band in the SIS on-line system 
 
NOTE:  All areas requiring additional information in the Review of the Existing Data 
must be addressed in the evaluation report.    
 

• Uploads the completed evaluation report to the Imported Documents Band in the SIS 
on-line system (for viewing purposes) 
 
NOTE:  A case delay rationale must be completed for all evaluations that exceed the 
abovementioned timeline (see Case Delay Rationale Form). 
 

• Gives the original final report (NO DRAFT REPORTS), within 10 calendar days of the 
eligibility staffing to: 

o Parent/Legal Guardian 
o Preschool (Non-District Sites) – ECSE Supervisor 
o Preschool (District Sites) – Special Education staff person designated by the 

ECSE Supervisor  
o Elementary Level – person designated by the principal to conduct the initial IEP 
o Middle Level – Team Leader 
o High School – Department Head 
o Speech Only – Speech-Language Pathologist 

 
NOTE:  The date and method by which the parent was provided a copy must be  
included in the evaluation report. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



 
DECISION 2 - CATEGORIES 1, 2 & 3 (NON-DISTRICT) 

 
“Additional data is necessary and will be collected by administering assessment instrument(s) 

requiring written parental consent” 

 
The School Psychologist/Psychological Examiner or 
The Speech-Language Pathologist/Diagnostician (Speech Only) 

• Checks the “Area/Data Source,” enters the  “Type and Description of Data Reviewed,” and 
enters the “Summary of Information Gained” in the Review of Existing Data/Documentation 
Form in the SIS on-line system 
 

o Checks “Yes” or “No” to indicate the need for further assessment information in each 
area.  DO NOT WRITE ‘N/A or NO CONCERNS’. Write a brief statement why 
information is not needed 

 
• Completes Team Conclusions and Decision 

o Checks “Additional Data is Needed…” 
o Checks “For Initial Evaluation” 
o Checks “The following individuals, meeting the requirements of an IEP team…” 
o Enters the date of meeting 
o Obtains the signatures of the attendees 

 
• Completes the “Description of Areas” form 

 
• Retains the case folder with all completed documents 

 
 NOTE:  The ONLY time the Speech-Language Pathologist-Diagnostician retains the case  
 folder is when additional data/information will be collected in the area of Speech and in no  
 other area(s) 

 
• Completes the Notice of Action (NOA) that proposes intent to evaluate in the Evaluation Band 

in the SIS on-line system 
 

• Presents the completed NOA to the parent/legal guardian/adult student for consent to 
evaluate  
 
NOTE:  Signature is required before proceeding with formal evaluation. 
 

• E-mail the Office of Special Education at SPEDSupport@slps.org to notify that parental 
consent to evaluate has been obtained 
 

• Provides Procedural Safeguards to the parent/legal guardian/adult student within 5 school 
days of the referral date 

 
 

mailto:SPEDSupport@slps.org


NOTE:  If the parent does not attend the Review of Existing Data meeting, the School Social  
 Worker should be notified to assist in obtaining the required permission to evaluate. 
 

• Conducts formal assessment 
 

• Writes the evaluation report within the SPED Assessment Band in the SIS on-line system 
 
NOTE:  The completed report must be entered in the SPED Assessment Band in the SIS on-line 
system within 10 days of the eligibility staffing 
 

• Convenes and conducts the Eligibility Meeting within 45 calendar days of the District’s receipt 
of the parent’s signed consent 
 
NOTE:  Although the Department of Elementary and Secondary Education requires the 
eligibility staffing be held within 60 calendar days of the agency’s receipt of the parent’s 
signed consent, it is the practice of the St. Louis Public Schools to convene the staffing 
within 45 calendar days of the agency’s receipt of the parent’s signed consent.    

 
 TIP:  If the report is not completed, a working draft of the evaluation report should be 

present at the meeting to facilitate discussion and decision-making.  The document 
should be marked ‘DRAFT’. 

 
• Uploads the completed evaluation report to the Imported Documents Band in the SIS on-line 

system 
 
NOTE:  A case delay rationale must be completed for all evaluations that exceed the 
abovementioned timeline (see Case Delay Rationale Form). 

 
• Gives the original final report (NO DRAFT REPORTS) within 10 calendar days of the eligibility 

staffing to: 
 The parent AND one of the following individuals:   

o Preschool (Off-Site): ECSE Supervisor 
o Preschool (District): Special Education staff member designated by the ECSE 

Supervisor 
o Elementary Level: Special Education staff member designated by the principal 

to be responsible for the initial IEP 
o Middle Level: Special Education Team Leader 
o High School: Special Education Department Head 
o Speech Only: Speech-Language Pathologist 

 
NOTE:  The date and method by which the parent was provided a copy must be  
included in the evaluation report. 

 
 
 

 
 



IMPLICATIONS FOR IEP TEAMS 
 
The evaluator must notify school staff that an initial IEP meeting is required within 30 calendar 
days of the eligibility meeting. 
 
NOTE:  Case folders for students receiving a non-disabled category should be filed with the student’s 

cumulative school file or with the ECSE Office for students attending non-District sites. 
 
  

 
 



 

 

 

 

 

  

Select Decision I – “No Additional Data Is Needed” when all of the following criteria are met. 
 

A.  There is an outside report that identifies the same concerns that were addressed by  
  interventions 
 

B.  Diagnostic information in the report is sufficient to meet all requirements of initial  
 eligibility criteria.  The report must include information in all of the following areas  
of functioning: 
1. Vision 
2. Hearing 
3. Health/Motor 
4. Speech 
5. Language 
6. Intellectual/Cognitive 
7. Adaptive Behavioral 
8. Social/Emotional/Behavioral 
9. Academic Achievement 
10. Post-Secondary Transition, if applicable 
11. Assistive Technology, if applicable 

 
Select Decision II     – “Additional Data Is Needed” and will be collected by administering assessment 
instrument(s) requiring written parental consent, when existing data is not sufficient to meet all 
requirements of initial eligibility criteria.  This decision is also selected when an outside report has 
been received that does not include all of the following areas of functioning: 

1. Vision 
2. Hearing 
3. Health/Motor 
4. Speech 
5. Language 
6. Intellectual/Cognitive 
7. Adaptive Behaviors 
8. Social/Emotional Behavioral 
9. Academic Achievement 
10. Post-Secondary Transition, if applicable 
11. Assistive Technology, if applicable 

 
 
 
 

 
Making Decisions for  

Students in Category 2 &  
Category 3 (DISTRICT) 

 

 
 



 
 

DECISION 1- CATEGORY 2 and CATEGORY 3 (DISTRICT) 

 
“No Additional Data Is Needed” 

   
 
 

The School Psychologist/Psychological Examiner or 
The Speech-Language Pathologist/Diagnostician (Speech Only) 

o Checks the Área/Data Source,” enter the “Type and Description of Data Reviewed,” and 
enters the “Summary of Information Gained” in the Review of Existing Data Documentation 
Form in the SIS on-line system 

 
o Checks “no” in each area to indicate that there is no need for further assessment information. 

o Completes Team Conclusions and Decisions in the Referral Band in SIS 
a) Checks “No additional data is needed” when existing information is sufficient to 

determine eligibility 
 

o Checks “Initial Evaluation” 
 

o Provide parent with Notice of Action 
 

NOTE:  The parent must be provided with a Notice of Action that explains the decision 
and an Evaluation Report that include an eligibility determination based on the Review 
of Existing Date not more than 30 calendar days from the date of the referral 
 

o Enters the date of meeting 
 

o Obtains the signatures of the attendees 
    NOTE:  If an individual is serving in more than one (1) role, all parties must be aware  
    of  each  role in which the individual is serving and each role must be documented
  

o Writes the evaluation report in the SPED Assessment Band in the SIS on-line system 
   NOTE:  The completed report must be entered within 10 days of the eligibility 

    staffing 
 

o Convenes and conducts the Eligibility Meeting within 45 calendar days of the date the Notice of 
Action is received by the District 
 
NOTE:  Although the Department of Elementary and Secondary Education requires the 
eligibility staffing be held within 60 calendar days of the date of the Notice to Evaluate, if no 
consent is required, it is the practice of the St. Louis Public Schools to convene the staffing 
within 45 calendar days of the date of the Notice to Evaluate, if no consent is required. 

 
  

 
 



TIP:  If the report is not completed, a working draft of the evaluation report should be present 
at the meeting to facilitate discussion and decision-making.  The document should be marked 
‘DRAFT’ 
 

o Uploads the completed evaluation report to the Imported Documents Band in the SIS on-line 
system 
 
NOTE:  A case delay rationale must be completed for all evaluations that exceed the 
abovementioned timeline (see Case Delay Rationale Form). 
 

o Gives the original final report (NO DRAFT REPORTS) within 10 calendar days of the eligibility 
staffing to: 
 

• The parent AND one of the following individuals:    
• Preschool (Off-site): ECSE Supervisor 
• Preschool (District):  Special Education staff member designed by the ECSE Supervisor 
• Elementary Level:  Special Education staff member designated by the principal to be 

responsible for the initial IEP 
• Middle Level:  Special Education Team Leader 
• High School: Special Education Department Head 
• Speech Only:  Speech-Language Pathologist 
 
NOTE:  The date and method by which the parent was provided a copy must be  
included in the evaluation report. 

  

 
 



DECISION 2- CATEGORY 2 and CATEGORY 3 (DISTRICT) 
 

“Additional Data Is Needed”  
  
 
 

The School Psychologist/Psychological Examiner or 
The Speech-Language Pathologist/Diagnostician (Speech Only) 

o Checks the “Area/Data Source,” enters the “Type and Description of Data Reviewed,” and 
enters the “Summary of Information Gained” in the Review of Existing Data Documentation 
Form in the SIS on-line system 

 
o Checks “yes” or “no” to indicate the need for further assessment information in each area 

 
o Completes Team Conclusions and Decisions 

 Checks “Additional Data is Needed” 
 Checks “For Initial Evaluation” 
 Enters the date of meeting 
 Obtains the signatures of the attendees 

 
NOTE:  If an individual is serving in more than 1 role, all parties must be aware of each role 
in which the individual is serving and each role must be documented. 
 

o Completes the Description of Areas form in the Referral Band in the SIS on-line system 
 Writes the name of the instruments, if known, in the space provided 

 
o Completes the Notice of Action – Initial Evaluation in the Referral Band in the SIS on-line 

system   
 

NOTE:  The parent must be provided with a Notice of Action that explains the decision 
and an Evaluation Report that includes an eligibility determination based on the Review of 
Existing Data not more than 30 calendar days from the date of the referral. 
 
* If the parent does not attend the Review of Existing Data Meeting, the School 
   Social Worker should assist in obtaining the required permission to evaluate.* 

 
o Conducts formal assessment 

 
o Enters the draft of the evaluation report in the SPED Assessment Band in the SIS on-line 

system 
 

o Convenes and conducts the eligibility meeting within 45 calendar days of the date the Notice 
of Action is received by the district 
 

 
 



NOTE:  Although the Department of Elementary and Secondary Education requires the 
eligibility staffing be held within 60 calendar days of the agency’s receipt of the parent’s 
signed consent, it is the practice of the St. Louis Public Schools to convene the staffing 
within 45 calendar days of the agency’s receipt of the parent’s signed consent.    

 
o Enters the final report and marks complete in the SPED Assessment Band in the SIS on-line 

system within 10 calendar days of the eligibility staffing 
 

  TIP:  If the evaluation report is not completed, a working  
  draft of the evaluation report should be present at the meeting to 
  facilitate discussion and decision-making.  The document should be 
  marked ‘DRAFT.’ 
 

o Uploads the completed evaluation report to the Imported Documents Band in the SIS on-line 
system 
 
NOTE:  A case delay rationale must be completed for all evaluations that exceed the 
abovementioned timeline (see Case Delay Rationale Form). 

 
o Gives a copy of the final report (NO DRAFT REPORTS) within 10 calendar days of the eligibility 

meeting to the parent and one of the following individuals: 
 Preschool (Non-District Suites) and ECSE Supervisor 
 Preschool (District Sites): Special Education staff member designated by the ECSE 

Supervisor 
 Elementary Level:  Special Education staff member designated by the principal to be 

responsible for the initial IEP. 
 Middle Level:  Special Education Team Leader 
 High School:  Special Education Department Head 
 Speech Only:  Speech/Language Pathologist 

 
NOTE :  The date and method by which the parent was provided a copy must be  
included in the evaluation report. 

 
o Retains the case folder with all completed documents or gives it to the Speech-Language 

Pathologist/Diagnostician (Speech Only) 
 
NOTE:  Case folders for students who have a non-disabled category should be filed 
with the student’s cumulative school file with the ECSE Office for students attending non-   
District sites. 

 
 
 
 
 
 

 
 



 
 

IMPLICATIONS FOR IEP TEAMS 
 
 

 

 
 

THE EVALUATOR MUST NOTIFY 
 
 
 

SCHOOL STAFF THAT AN INITIAL 
 
 
 

IEP MEETING IS REQUIRED 
 
 
 

WITHIN 30 CALENDAR DAYS OF 
 
 
 

THE ELIGIBILITY MEETING. 
 
 
 
 
 
 
 

 
 



INITIAL EVALUATION PROCESS-PARENT REFERRAL FLOWCHART 
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