
Initial Evaluation Process
Parent Referral

● Referrals for children receiving services in the First Steps System: Referrals for children served in First Steps are considered parent referrals and occur when the LEA is provided with “directory information” 
for the child.  Directory information includes the child’s name and birth date as well as the parent's name, address and phone number.  Directory information may be provided in a variety of ways including, 
but not limited to:   direct parent contact, a directory information form provided by the First Steps SPOE, First Steps service provider contact, the invitation to attend the child’s First Steps Transition 
Conference, or from any other source with knowledge of the child.  The date of the contact, which may be either verbal or written, when the directory information is provided to the LEA is considered the 
date of referral and triggers the evaluation process requirements under IDEA.  This includes the requirements to provide the parent a copy of Procedural Safeguards within 5 days of the date of referral and to 
provide parents with a Notice of Action within 30 days of the referral date.    Under Part C requirements, for any child who may be eligible for Part B preschool services, the Transition Conference must be held 
no later than 90 days before the child’s third birthday, but, at the discretion of all parties, may  occur up to nine months before the child’s third birthday with the approval of the family. The First Steps system 
must invite the LEA to attend the Transition Conference.  If invited, a representative of the LEA must attend the Transition Conference.  The IDEA requires for eligible children that an IEP must be developed 
and implemented by the child’s third birthday. 

● If the parent makes the initial contact with the agency, then the date of the referral will be the date that a member of the agency's certificated staff received a request for an evaluation from the child's 
parent.
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Date agency's 
certificated staff 
receives parent 
request for evaluation. 
Referrals from PAT are 
considered agency 
referrals.  First Steps 
are considered parent 
referrals.  Outside 
agencies such as Head 
Start or Children's 
Services can help 
facilitate the request, 
but it is still a Parent 
Referral.   
 
Provide Procedural 
Safeguards within 5 
school days of referral 
date. 

Referral Date Within 30 Calendar Days 

Agency staff decides if there is 
reason to suspect disability.  
  
 If there is no reason to suspect a 
disability, provide a Notice of 
Action Refused.  
  
If there is a reason to suspect a 
disability, conduct a Review of 
Existing Data with a group of 
individuals meeting the 
requirements of an IEP team 
including the parents. This initiates 
the evaluation process. 
 

Provide Notice of Action to 
Evaluate and obtain consent 

Meeting to determine Eligibility 
must be held: 
 
●Within 60 calendar days of the 
agency's receipt of the parent's 
consent. 
 
●The evaluation process may exceed 
60 calendar days in certain 
circumstances (e.g. snow days, 
agency vacation days, child's 
absence because of illness). Reasons 
for the extension must be 
documented. 

Within 60 Calendar Days 

Gather data (if necessary) as 
determined during the review 
of existing data. 
 
Notify parent of Eligibility 
Determination meeting, 
generally 10 days prior. 

If found ineligible, 
provide Notice of Action - 
Ineligibility and 

Conduct meeting to 
Determine Eligibility 

Within 30 Calendar 

Notify parents of IEP 
meeting, 
generally 10 calendar 
days prior. 
 
 
Provide parent with prior 
written Notice of Action 
for initial services and an 
Evaluation Report 

Develop IEP for 
eligible child 
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