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Procedures for Special Education Evaluation Requests 

Joshua ISD offers a comprehensive system of “Child Find” in which all individuals birth through 21 who may or 

may not be in school and who fall within our jurisdiction, regardless of the severity of the disability, will be 

located, identified, and evaluated. Efforts include contact with private, parochial and home schools (if 

applicable); and public awareness activities.  

When a parent or teacher makes a request for a student to be referred for an evaluation, the following steps 

will be taken.  

Parent Request: 

 Parent request for an evaluation must be in writing either via email or a written note. This written 

request can be submitted to the diagnostician, speech pathologist, campus administrator, or 

classroom teacher.    

o The timeline for providing Prior Written Notice begins on the date the written request is 

received. 

 Teachers, diagnosticians, and speech pathologist receiving a parent request must submit the request 

to the campus administrator immediately upon receipt. 

 Campus administrators must immediately email appropriate personnel to notify of pending referral. 

 

Teacher Request: 

 

 Teachers requesting an evaluation should first schedule a meeting with the campus administrator, 

diagnostician and/or speech pathologist, teacher and parent to discuss concerns. If the parent is 

agreeable to the evaluation, the teacher referral process will be initiated.  

o The timeline for providing Prior Written Notice begins on the date after the meeting is 

conducted. 

o If the parent is not agreeable, an action plan must be established to provide additional 

intervention. Document in the RTI paperwork the offer to refer for an evaluation was declined. 

Parent signature must be obtained as part of this documentation. 

 

Documentation & Timelines: 

 

 The district referral documentation packet will be completed in its entirety and submitted by the 

campus administrator to the SEMS operator within five school days.  

o Missing documentation must be provided to the diagnostician and/or speech pathologist 

before parent consent is obtained. 

 All referrals will be analyzed, approved and evaluated within legal framework guidelines.  

o Parents must be provided the Prior Written Notice and Consent for Evaluation within 15 days 

of the original request.  

o Date of consent begins the timeline.  

 Evaluation must be completed within 45 school days.  

 ARD must be conducted within 30 calendar days of the completion of the FIE. 

 Refer to the Parent’s Guide to Admission, Review, and Dismissal Process for guidelines 

and exceptions. 


