
Northampton Public Schools: Initial Referral Flowchart

Special Education Liaison receives completed referral form. Liaison creates Special
Education file in school and sends the referral form to the Student Services Office

(SSO)

Student Support Team (SST) and/or School Staff determines need for an
evaluation.

Parent or outside provider requests an evaluation.

A member of school staff will contact you regarding your concerns and
while speaking with you, staff will complete a referral for evaluation

form to individualize your child's evaluation.

A member of school staff will contact you regarding your concerns and while speaking with
you, staff will complete a referral for evaluation form to individualize your child's evaluation.

During this conversation, staff will discuss Student Support Team (SST) options that are
available to your child while evaluations are taking place.

SSO staff enter student’s information into ASPEN and/or enrolls
them into Special Education.

Family reviews the consent and submits a response.

The family has 30 calendar days to respond.

The Special Education Liaison will schedule a meeting between 35-45 school working days
to review the evaluations and determine the student's eligibility for special education

services.

If the student is determined eligible for Special Education
Services, the team will develop an Individualized Education Plan

(IEP) for the student.

An IEP proposal will be received by the family within 10
school working days following the team meeting.

Special Education Liaison generates an evaluation consent in the
suspected areas of disability and mails the consent to the family.

The Evaluation Consent should be generated within 5 school
working days from receipt of the referral form.

If REJECTED, the
evaluation process

stops.
If ACCEPTED, the evaluation process continues.

Evaluations will be completed within 30 school
working days.

If the student is not
determined eligible for

special education services,
the special education

process stops.

The family should receive a meeting
summary outlining at least the

following key information on the day
of the meeting:

1) Disability Category
2) Proposed Goal Areas

3) Proposed Service Delivery


