






 

How To Initiate A CSE Or 504 Referral 
A referral must be in writing by either a parent or a school staff member.​
The referral letter must include: 

1.​ Your child’s full name, date of birth, grade, school, and your contact 
information. 

2.​ A statement that you are requesting either a CSE or a 504 evaluation. 
3.​ A statement outlining your concerns about your child’s development or 

learning. 
4.​ Summary of services your child is receiving or has previously received. 
5.​ Your preferred language. 

If Your Referral Is For A 504 Plan – you must attach an official diagnosis or 
medical recommendation for accommodation from your child’s physician.  We will 
review the medical documentation and send you a consent form. A 504 Eligibility 
meeting can be scheduled as soon as we receive your initial consent.  

You can skip ahead to page 10, “Contact Chain for Special Education and 504 
Questions” 

THE FOLLOWING INFORMATION IS ONLY APPLICABLE TO CSE (IEP) REFERRALS: 

Once the Referral is Received by the Special Education Office: 

●​ Confirmation Email and Required Forms​
You will receive an email from the Office of Special Education confirming that your referral 
was received. The email will include a request for consent and a parent referral packet that 
must be completed and returned in order to begin the evaluation process. 

●​ School Notification​
The Office of Special Education will notify your child’s building principal and school 
psychologist that a referral has been initiated. 

●​ Referral Timeline​
Once your signed consent is received, the district has 60 calendar days to complete all 
evaluations, and 60 school days to hold the initial Committee on Special Education (CSE) 
meeting. 
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The Evaluation Process 

As part of the evaluation process, schools gather information from multiple sources 
to understand a student’s strengths and needs. 

 Initial CSE referrals will always include: 

●​ Psychological testing 
●​ Educational or academic assessments 
●​ Classroom observation 
●​ Physical exam (a report from your child’s doctor within the last year is acceptable) 

●​ Parent interview/Social history (completed via phone call) 

Additional assessments may be included if needed, such as: 

●​ Speech and language evaluation 
●​ Occupational therapy (OT) evaluation 
●​ Physical therapy (PT) evaluation 
●​ Behavioral assessment 
●​ Assistive technology evaluation 

 
Evaluations are conducted in school, during the school day, as schedules allow. 
Depending on the type of assessment, it may be completed by a school psychologist, 
special education teacher, related service provider, or other qualified staff member. 
These evaluations will help the team determine how to best support your child in 
school. 

Communication About Evaluations 

Families will be informed of who is conducting each evaluation and will have the 
opportunity to ask questions at any time. Once evaluations are completed, the 
evaluator will typically reach out to families to review the testing results before the 
CSE meeting. 
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