
 

Prior to Request for Evaluation 
 

The law requires school teams to conduct universal screening. Best practice indicates that screenings 

should be conducted at least three times per year.  Data from screening tools will indicate if a student 

requires academic and/or behavioral intervention.  School staff will implement interventions within 

general education. These interventions should be reasonably designed to confer educational benefit by a 

group of persons knowledgeable about the student.  Additionally, interventions should be implemented 

with integrity, tried for reasonable periods of time, monitored for effectiveness and revised with data 

based decisions. 

 

If a student is identified through universal screening, a number of steps should be taken within the 

standard program before the request for evaluation. “The message from the Federal Government to date 

has been school districts often identified students as disabled when, in fact, the students have no 

disability; rather, they haven’t been taught ( The RTI Guide- J. McCook).” 

 

To learn more about the student’s educational needs, the team should take the following steps: 

 

1. Review past school records 

 

Something in the student's educational history might account for the delay in 

achievement.  Inconsistency of instruction caused by changing schools repeatedly, erratic 

attendance, or differences in teaching strategies as documented through progress 

monitoring data may identify the rationale for a delay. Medical information also might 

indicate extended illnesses, recurring intermittent hearing problems, prescribed 

eyeglasses that the child does not wear, or some other possible explanation. 

 

 

2. Discuss the problem with previous teacher(s) if possible 

 

Some factors that could temporarily inhibit student achievement might not be reported in 

the student records.  Previous teachers may report on difficulties, which may occur: 

 after an extended vacation period 

 when working with peers 

 due to environmental factors.  

If the student's behavior was the same last year, perhaps the previous teacher has tried an 

intervention that works well. 

 

3. Discuss the problems with the student and/or parent(s) 

 

Occasionally, problems are of a temporary nature or are caused by a misunderstanding on 

the part of the student and can be addressed and/or remediated.  Change in family 

dynamics or home issues may cause temporary behavior problems as an attention seeking 

strategy.  The School Social Worker may be able to offer guidance and assistance in these 

situations. 

 

4. Try a variety of teaching/management strategies 

 

There are many factors in a classroom that can be adjusted by an individual teacher:  

instructional groups, teacher made materials, management plans, peer tutoring, etc. The 

problem-solving model is a required systematic approach for providing scientific, 

research-based intervention.  This method identifies struggling students before they fall 

behind; this method also provides students with support throughout the educational 

process.   

 



5. Discuss the problems with the pupil personnel team, other form of teacher assistance 

team, and building administrator(s) if not on the previously mentioned team. 

 

Note: Due to varying administrative structures, different personnel may be the 

administrative contact for this team.  These teams should be available in each 

building/district and are responsible for providing teachers with ideas and scientific 

research-based intervention strategies. 

 



These interventions should be reasonably designed to confer educational benefit 

by a group of persons knowledgeable about the student.  Additionally, 

interventions should be implemented with integrity, tried for reasonable periods 

of time, monitored for effectiveness and revised with data based decisions. 

 

 

Request for Evaluation 
 

After intervention and progress monitoring data have been gathered over time, and the team 

concludes that the resources needed by a particular student exceed the capacity of general 

education, a request for a full and individualized evaluation for special education services should 

be initiated according to the process that follows: 

 

The request for evaluation of a student for special education services may be made by any 

number of people including: the pupil/personnel team, parents, teachers, administrators and 

persons from appropriate community service and/or state agencies.  The request is deemed 

necessary when a child has not demonstrated marked progress with intensive, individual 

interventions while progressing through several tiers.  In addition, the student requires more 

explicit and specifically designed instruction than can be offered in the general education 

program.    

 

The person or team initiating the request for evaluation completes the required referral forms and 

submits them to the building principal or other designated person.  Required and optional 

documents are found in the section marked Initial Request for Evaluation.  If someone other than 

the classroom teacher initiates the referral, the forms must be completed in cooperation with the 

classroom teacher.  Within 14 school days of receiving the request the building principal or other 

designated person, must convene the evaluation team to 1) determine whether or not an 

evaluation is necessary, 2) complete Identification of Needed Assessments, ISBE 34-57 B/C, and 

seek parental consent or agreement ISBE 34-57 B. [34 CFR 300.503(b)]. 

 

 

Consideration of Request for Evaluation 
 

Upon receipt of the request, the district personnel, including the referring party, shall meet to 

review the documents and consider the need for further evaluation.  Parent(s) should be involved 

in the entire process and may be invited to attend this meeting in order to provide additional 

information regarding the student’s educational progress.  The parent must be invited if the 

parent made the request for evaluation.  If the parent is unable to attend this meeting, school 

personnel may use the “Parent Summary Report” for parent input. 

 

The purpose of this meeting is to review all relevant data collected on behalf of the student to 

determine whether or not an individualized evaluation is necessary.  The school personnel, 

including the referring party, should consider the following questions when determining whether 

or not an individualized evaluation for special education should be completed. 

 

 

 

 

 

1. What is the primary mode of communication for the child?  



Another important part of this meeting is the determination of the primary language and 

mode of communication of the child.  The district personnel should review the information 

from the teacher summary report and/or the most recent screening information from the 

speech/language pathologist to determine language use patterns.   

 

2. Is the student, according to universal screening and progress monitoring, meeting expected 

grade-level benchmarks?  If not, have a variety of scientific, research-based interventions 

been tried prior to the referral?  Prior intervention techniques should have been implemented 

with integrity, tried for the designated period of time, monitored for effectiveness and revised 

with data based decisions.  The effectiveness of each intervention should have been 

documented through progress monitoring and evaluation of data.  

 

3. Is the problem related to school functioning?  The problem should be clearly related to school 

behavior and achievement.  If the problem exists in the home or community, but not in the 

school, the family might be referred to an appropriate agency. An evaluation for special 

education would not be necessary. 

 

4. Is the student positively responding to scientific, researched-based intervention of the third 

tier (intensive, individual interventions)? Failure to respond to intervention (according to 

district guidelines) could indicate a request for evaluation is appropriate.   

 

IF the team determined that NO evaluation is needed, the following steps should be taken 

within 14 school days: 

 Parent and referring teacher receive a written copy of the decision (ISBE 34-57 A) 

“Parent/Guardian Notification of Decision Regarding a Request for an Evaluation” 

 Parent has a right to a conference (and/or due process hearing) if they do not agree with 

the decision 

 

IF the team determines that an evaluation IS NEEDED, the following steps should be taken 

within 14 school days: 

 Parent and referring teacher receive a written copy of the decision (ISBE 34-57A) 

“Parent/Guardian Notification of Decision Regarding a Request for an Evaluation” 

 Education team holds a domain meeting to determine the specific assessments needed to 

evaluate the individual needs of the child and completes the domain sections of “Parent/ 

Guardian Consent for Initial Evaluation” (ISBE 34-57-B-page 1). Parent shall be invited 

to this meeting by sending them ISBE 34-57D “Parent/Guardian Notification of 

Conference”.   

 NOTE: The 23 Illinois Administrative Code now requires a notice be sent out to 

conduct a formal team meeting to initiate the process.  

 Parental consent may be obtained at this meeting.  If the parent is not in attendance the 

district must request consent within 14 school days of the original request for evaluation.   

 60 school day timeline to complete assessment and IEP begins upon parent signature of  

“Parent/Guardian Consent for Initial Evaluation” (ISBE 34-57B – page 1) 

 

The school personnel must document its referral decisions and the basis for the determination on 

the “Parent/Guardian Notification of Decision Regarding a Request for Evaluation” (ISBE 34-

57A).   

The following actions by parents, teachers, and administrators need to be completed following a 

request for evaluation.  

 



 Parent: 

 discusses problem with teacher at request of either the teacher or parent 

 may initiate request for evaluation through the classroom teacher  

 receives written notice that the request for evaluation has been made  

 receives copy of “Notice of Procedural Safeguards Available Parents/Guardians of 

Students with Disabilities” 

 completes and returns “Parent Summary Report”  

 participates in  meeting at the request of school personnel  

 is given the opportunity to provide input regarding the student’s educational process 

 

 

 Teacher: 

 documents results of progress monitoring and curriculum based measurements 

 analyzes data collected in response to interventions 

 discusses academic, social and/or behavioral concerns with parent(s) 

 discusses with parent(s) reason(s) for request for evaluation and team meeting 

process 

 conducts and/or participate  in meetings 

 

 

 Administrator, Program Supervisor, Case Manager: 

 discusses request for evaluation with teacher and/or parent(s) 

 receives and processes the written request 

 begins district request for evaluation forms 

 sends parent(s) a notice of initial request for evaluation and parent worksheet (see 

forms section)  

 informs parent(s) of their rights and the rights of their child by sending a copy of 

“Notice of Procedural Safeguards for Parents/Guardians of Students with 

Disabilities”  

 conducts and/or participate in meetings 

 completes the “Parent/Guardian Notification of Conference Recommendations”  

 (ISBE 34-57 E) and distribute upon completion of an IEP 

 notifies staff of their responsibilities with regard to the team decision 


