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Preface-Responsibilities of ETR team members

1. Roles and responsibilities are to provide guidance for the evaluation process and can vary with
each individual evaluation.

a. The district representative is responsible for:
i.  Representing district to outline services available
ii.  Describing services the student is eligible for
iii.  Mediating meeting when necessary
iv.  Submitting the District Rep Meeting Finalization Google Form for all meetings,
excluding ETR Meetings
b. The school psychologist is responsible for:
i.  Collaborate with Psych Assistant to determine roles and responsibilities within
the ETR process
ii. Serving as ETR team chairperson
1. scheduling the meetings
inviting team members
placing team meetings on the appropriate Google Calendar
communicating with the district representative
communicating with the parents/guardians/surrogate
logging all communication
7. drafting appropriate PR-01s
iii.  Ensuring all timelines are met and in compliance
iv.  Ensuring all appropriate team members including the parent are involved in the
planning process
v.  Ensuring Medicaid Reimbursement form is signed
vi.  Obtaining parental consent
vii.  Conducting individual assessments appropriate to suspected disability
viii.  Completing individual assessment page and ensuring summary is done correctly
ix. Inviting all team members to the meeting and ensuring all members are present
at the meeting
X. Interpreting evaluation data in parent friendly language
xi.  Leading the team discussion for the team to determine eligibility and, if eligible,
disability category
xii.  Providing recommendations for outside support
xiii.  Ensuring all team members sign, date and state agree or disagree on the ETR
xiv.  Completing the Document in SameGoal
xv.  Keeping hard copy protocols in a box in alphabetical order. When the box is full,
send it to Central Office.
xvi.  Submitting the District Rep Meeting Finalization Google Form
c. The school psychologist assistant is responsible for:
i.  Collaborate with Psych to determine roles and responsibilities within the ETR
process
ii.  Ensuring the ETR document is Complete in SameGoal
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d. The intervention specialist is responsible for:
i.  Providing intervention data for student who they have worked with and are
referred for evaluation
ii. Completing classroom based evaluation data for all students on their caseload
including individual evaluation and summary
iii. Completing all evaluations assigned on planning form
iv.  Actively participating in planning and ETR team meeting
e. The general education teacher is responsible for:
i.  Documenting all interventions provided to the student
ii.  Completing the referral form (pr-04) when one of their students is being referred
for an initial evaluation
iii.  Completing information on classroom performance and responsibilities agreed
upon in the planning form
iv.  Actively participate in the ETR meeting
f. The appropriate related service provider(s) are responsible for
i.  Serving as ETR team leader for a suspected speech language impairment
evaluation
ii. Complete individual assessments section 1 of ETR per assigned area on
planning form
iii.  Summarize all information in section 2 of ETR (summary section)
iv. Make appropriate recommendations based on data from assessments and
records
v. Actively participate in the ETR team meeting
vi. SPEECH ONLY (SLI) ETRs:
1. SLP is now serving as ETR team chairperson
2. Ensuring all timelines are met and in compliance
3. Ensuring all appropriate team members including the parent are involved
in the planning process
4. Obtaining parental consent
Conducting individual assessments appropriate to suspected disability
6. Completing individual assessment page and ensuring summary is done
correctly
7. Inviting all team members to the meeting and ensuring all members are
present at the meeting
8. Interpreting evaluation data in parent friendly language
9. Leading the team discussion for the team to determine eligibility and, if
eligible, disability category
10.Ensuring all team members sign, date and state agree or disagree on the
ETR
11.Completing the ETR in SameGoal

o

Resource(s)

OEC Live Binder
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ETR Handbook
Evaluation Team Report
ETR (PR-06)

Any ODE required and optional forms referenced in this document can be found on ODE’s website

Chapter 1: Referral Process

1.1 How is areferral made?

1. According to 3301-51-06, consistent with the consent requirements in rule 3301-51-05 of the
Administrative Code, either a parent of a child or a public agency may initiate a request for an
initial evaluation to determine if the child is a child with a disability.

2. Parents can submit a referral letter for evaluation at any time in writing. Referral should be
submitted to the School Psychologist and must include:

a. Student name and birthdate
b. Request for evaluation
c. Pertinent medical information including reports

3. Staff can submit a Referral for Evaluation form (PR-04) to the appropriate school psychologist.
Referral for evaluation must be filled out in entirety and include a record of interventions
delivered before the referral.

4. Public Agencies (ie: Help Me Grow) can submit referral for evaluations by using the PR-04
form. Students referred by Help Me Grow will receive an initial evaluation and IEP
Implemented (if determined eligible) by their 3rd birthday. (CF-1)

5. Evaluation Roadmap — For Families and Children Ages 3-21 (ODE Resource)

1.2 What information is necessary for the referral (PR-04)?
1. The (PR-04) Form needs to be filled out in entirety with data from the student.
2. Additional information regarding what is needed for intervention for initial evaluations (CF-2):
a. A description of the research-based intervention(s) used
How long the intervention was provided (how many weeks)
The intensity of the intervention -- how often, and for how many minutes
A description of the results compared to the baseline data, and
The decision was made as a result of the intervention(s)
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1.3 How do | find research based interventions?
1. Please see “‘Research Based Interventions” document
2. Future addition -- Suggestions for how to document these interventions and expectations for
frequency and duration.

1.4 Should a child be taken through the district MTSS process before a referral is made?
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1. Yes, in most cases.
2. Reference the MTSS Handbook

1.5 Where can | find out more information about MTSS?

1. Talk to your building PBIS or Rtl Coordinator(s) and/or principal for more details.
2. Reference the MTSS Handbook

1.6 Are there timelines the district must consider?

1. According to ORC 3301-51-06, the school district of residence will respond, within thirty days
of receipt of a request for an evaluation. The school district of residence will either obtain
parental consent for an initial evaluation or provide to the parents a prior written notice (PR-01)
stating that the school district does not suspect a disability and will not be conducting an
evaluation.

2. The evaluation team meeting must occur within 60 days of parental consent for evaluation.

Chapter 2: Types of Evaluation Team Reports

Resource -- IDEA Definition of Parent
RETR vs IETR — EMIS Guidance

2.1 -- Initial Evaluation
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1.

3.

Initial Evaluations are evaluations that determine if a student qualifies for special education
services under IDEA for the first time. An initial evaluation will take place due to a referral for
evaluation. The referral for evaluation usually comes from the parent/guardian by official
request or through the school in accordance with the district referral procedures.

Children being referred for services who are transitioning from Ohio’s Part C Early Intervention
System and have a Individual Family Service Plan (IFSP) are referred by Help Me Grow and
must have an initial evaluation in place by their 3rd birthday.

The team, including the parent, must be given the opportunity to participate in the planning
process for the evaluation. The parent must give consent for the evaluation after the planning
process is shared.

2.2 -- Reevaluation

1.

2.

3.

A reevaluation is required by law to take place at a minimum every 3 years or more frequently
if the team determines it is necessary.

The reevaluation will determine if the child continues to qualify for special education services,
and if so, what services they qualify for.

There must be evidence of parental involvement, or evidence that the parent was provided
opportunities to participate.

2.3 -- Transition Evaluation

A Transition Evaluation Planning meeting will be conducted for students transitioning from pre-
kindergarten to school age

. The Transition Evaluation Planning meeting will determine if a reevaluation is necessary in

order for the student to transition to Kindergarten

2.4 -- Transfer ETR (Intake)

1.

2.

The district should accept all ETRs coming from districts within Ohio state. If the team feels as
if reevaluation is necessary after intake, proceed with normal operating procedures.
The district must evaluate all out of state ETRS if:

a. The ETR identified 2 (or more) disability categories,

b. The ETR is out of date,

c. No Parental Participation
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Chapter 3: Evaluation Team Report Process

3.1 -- Documentation of Attempts

1. All attempts made to the parent from any ETR team member must be documented, outlining
the time, date and format of attempt.

3.2 -- Evaluation Planning Form
1. The planning form should be filled out in its entirety. It is the responsibility of the ETR team
leader (typically school psychologist or related service provider) to ensure this is done
correctly.

2. The Evaluation Planning Form must address all areas related to the suspected disability,
including, if appropriate:

ASSESSMENT AREAS RELATED TO SUSPECTED DISABILITY(IES)
Information Provided by Parent

General Intelligence

Academic Skills

Classroom-based Evaluations and Progress in the General Curriculum

Data from Interventions

Communicative Status

Vision

Hearing

Social Emotional Status

Physical Exam/General Health

Gross Motor

Fine Motor

\Jocational/Transition

Background History

Observations

Behavior Assessment

Adaptive Behavior

Braille Needs

Audiological Needs

Assistive Technology Needs

3. There are additional procedures for evaluating for Specific Learning Disabilities (refer to
section 3 of the ETR), Multiple Disabilities, and Deafness or Hearing Impairment and preschool
children. Please see Disability Definition Resource for more information.

a. For Preschool, additional sources include but are not limited to, information from Part C
when children transition from early intervention, structured observations in more than
one setting and in multiple activities, information provided by the parent or caregiver and
criteria and norm-referenced evaluations. All developmental areas, not just those
related to the disability, must be assessed with at least one source of information.

ETR Handbook pg.7


https://docs.google.com/document/d/1jvOsAGUKtGwsyEgaPybkXhw2YK-oau1Le24vXePhwZo/edit

Last Updated: 08/03/2025

4.

8.

The evaluation plan should be shared and evaluated by all members of the ETR team. In
accordance to ORC 3301-51-06, the team does not have to conduct a meeting to go over the
evaluation plan. Each member of the team, including the parent and student (if transition age)
must sign and date to reflect participation.

If existing data is already present and will be used in the evaluation, specify the information
already exists. If new data is needed, the team leader should indicate new assessment is
required.

Specify who is responsible for each evaluation procedure.The person’s title and not the
specific name should be written. The person responsible is the person who will write the
Section 1 report.

Any assessment, whether the data exists prior to the report or whether it is a new assessment,
data must be included in Section 1 of the ETR and summarized in Section 2.

A separate documentation of attempts should be maintained for the Evaluation Planning
process/parental consent. (Parental Consent = Parent/guardian signature)

3.3 -- Parental Consent

1.

Prior to any evaluation procedure, informed parental consent must be granted in writing using
the PR-05 form. It is the responsibility of the ETR team leader to obtain written consent.

If the child is in foster placement, and the parent no longer has parental rights, a parent
surrogate must provide consent in writing.

Written parental consent is required before an initial evaluation procedure can begin. If the
evaluation is an initial, there are no exceptions to a parental signature providing consent. If the
evaluation is a reevaluation, the team can proceed without consent as long as the conditions
outlined in 3.35 below are met

A PR-01 summarizing the Evaluation Plan and the district’s intent to assess should be sent
home after parental consent is granted.

If the evaluation is a reevaluation, multiple attempts in multiple formats must be made and
documented prior to any assessment delivered to a child without parental consent. The
following forms of communication, at the very least, must be exhausted:

a. Phone (all phone numbers available, different times of the day),
b. Mail (Official PR-02),

c. Email (if email is provided by parent), and

d. Home visit (see the Director of Special Ed)

If the district is unable to gain parental consent, and if multiple attempts in multiple formats
have been made, as outlined above, the district should issue a PR-01 explaining the intent to
evaluate.
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6.

All documentation referenced above should be placed in the district’s digital program so it can
be accessed by the team.

3.4 -- Part 1 -- Evaluation Team Report, Individual Assessment

1.

All members who are given assessment responsibilities by the Evaluation Planning form
should conduct their portion of the Evaluation on an Individual Assessment form (ETR Section
1).

In the Description of Educational Needs, be precise, thorough and specific. This should
describe the child’s needs in accordance with the results of each record of data.

In the Implication for Instruction and Progress Monitoring, make sure details are included for
both Implication for Instruction (ie: recommended specially designed instruction,
accommodations, modifications, assistive technology, support for school personnel) and
progress monitoring (make an individualized recommendation).

At the very least, for progress monitoring, express that the student’s progress will be monitored
in the same frequency as typical peers (ie: quarterly report cards). If there are more specific
recommendations, outline them.

All documentation referenced above should be placed in the district’s digital program so it can
be accessed by the team.

3.5 -- Part 2 -- Evaluation Team Report, Team Summary

1.

Key considerations for each of the fields in the Evaluation Summary:

a. Summaries must be clear and concise; not a copy and paste from individual
assessments. Language must be parent friendly.

b. For each field -- the person responsible for the individual assessment is also
responsible for the summary (ie: Educational Needs; Summary of Assessment;
Implications for Instruction and Progress Monitoring)

i. A consultation prior to the team meeting should take place between the
appropriate ETR team members including the school psychologist, teachers, and
any related service providers to ensure the summary is done correctly and in
compliance with ODE.

ii. The ETR Team leader is responsible for organizing the consultation

c. For fields where more than one summary is required -- separate and label the
summaries

2. Special considerations by field:

a. Summary of Assessment Results
i.  There must be a clear and concise summary of the data/information obtained
during the evaluation process and the assessment results; not just a word-for-
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word copy of all the assessments conducted. The summary of the assessment
result is in language understandable to the parent.
b. Description of Educational Needs
i.  The description of educational needs must contain specific and adequate
information about this child that will allow the IEP team to develop an effective
and actionable IEP. This includes the need for special education and related
services.

1. Thisis not what services the team thinks is needed, but, what does the
student need to be able to do to be successful in school?

2. Example -- Not "student needs speech therapy to improve his expressive
communication,” but "student needs to build his vocabulary so that he can
use words to express his wants and needs”

c. Implications for Instruction and Progress Monitoring
i.  The ETR must clearly describe the need and implications for specially designed
instruction and, if applicable, related services.

1. What methods of instruction does the student need to be taught with in
order to learn needed skills?

2. Examples

a. Not "student requires occupational therapy,” but "student would
benefit from direct instruction in drawing, cutting, using step-by-step
instruction, models, hand-over-hand...

b. Not student interventions in reading, but “student would benefit
from direct instruction using a multi-sensory approach in basic
reading to include...”

3. If RETR, itis appropriate to consult the IEP to determine what SDI is
currently being used by the team

ii.  This box must also include how the progress could be monitored in relation to the
IEP goals and services.

1. Examples

a. Progress in expressive communication could be monitored using
anecdotal records and observation and should be reported every
4.5 weeks.

b. Progress in the areas of math calculation and basic reading
could/should be monitored using curriculum based instruction and
running records and should be reported every 4.5 weeks.

2. Note -- these are not Prescriptions but professional recommendations, so

a. Do not use language such as will be or shall be as it is the decision
of the IEP team to officially determine how to monitor and report
progress

b. Do not name who will progress monitor or report progress as it is
also the decision of the IEP team

3. All documentation referenced above should be placed in the district’s digital program in draft
form at least 3 days prior to the ETR team meeting and in final form no later than 5 school
days after the ETR meeting.
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3.6 -- Part 3 -- Evaluation Team Report, Documentation for Determining the Existence of a
Specific Learning Disability
1. Section 3 must be completed in the Evaluation if the student is suspected of having a Specific
Learning Disability.

2. Intervention data must be provided by the team. Research based, district approved
interventions can be located in the Research Based Interventions document.

3. The following fields must include specific and precise data:
Required Notification -- All must be checked
Identified Areas -- Check as many as apply based on data
Response to Scientific, Research-Based Intervention (MTSS Data) (or)
Patterns of Strengths and Weaknesses
Exclusionary Factors -- All must be checked
Documentation -- Underachievement not due to lack of appropriate instruction
Observation -- must be included and must have at least one observation done in the
classroom.
h. Medical Findings -- Any relevant medical factors, if applicable
4. All documentation referenced above should be placed in the district’s digital program so it can
be accessed by the team.

@ *0a0oTp

Resource(s)

Intervention Central

3.7-- Part 4, Evaluation Team Report, Eligibility (DV-3)

1. What are the rules for determining eligibility?
a. In accordance to 3301-51-06, A child must not be determined to be a child with a
disability if the determinant factor for that determination is:
i. Lack of appropriate instruction in reading, including the essential components of
reading instruction
ii. Lack of appropriate instruction in math; or
iii.  Limited English proficiency;
b. And if the child does not otherwise meet the eligibility criteria under paragraph (B)(10) of
rule 3301-51-01 of the Administrative Code. (OAC 3301-51-01 -- Disability Categories
under IDEA)

2. What are the procedures for determining eligibility and educational needs?
a. Inaccordance to 3301-51-06, in interpreting evaluation data for the purpose of
determining if a child is a child with a disability, the district must:
i.  Draw upon information from a variety of sources, including aptitude and
achievement tests, state and districtwide assessments, parent input, and teacher
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recommendations, as well as information about the child’s physical condition,
social or cultural background, and adaptive behavior; and

ii.  Ensure that information obtained from all of these sources is documented and
carefully considered.

b. If a determination is made that a child has a disability and needs special education and
related services, an IEP must be developed for the child within 30 days of the
Evaluation.

c. Eligibility determination is a team decision.

3. Who are required members of the ETR Team?
a. Initial Evaluation Team Meeting
1. For initial evaluations, a group of qualified professionals determines eligibility:
i. Parent
ii.  District Representative

iii.  Person Qualified to interpret the results of all/any assessments used,

iv.  Additional group members,

i.  The child’s regular teacher; or if the child does not have a regular
teacher, a regular classroom teacher qualified to teach a child of his
or her age; or

ii.  For a child of less than school age, an individual qualified by the
LEA to teach a child of his or her age; and

iii.  Atleast one person qualified to conduct individual diagnostic
examinations of children, such as a school psychologist, speech-
language pathologist, or remedial reading teacher

a. For Reevaluations Team Meeting
1. For Reevaluation, the team members should include:
i. Parent
ii. Regular Education Teacher

iii.  Special Education Provider

iv.  District Representative

v. Anindividual who can interpret the instructional implications of evaluation
results,

vi. At the discretion of the parent or the school district, other individuals who
have knowledge or special expertise regarding the child, including related
services personnel as appropriate;

vii.  Whenever appropriate, the child with a disability

b. Invitation

1. A PR-02 invitation to parent will be issued at least 10 calendar days prior to the
meeting

2. If the student has a district of residence outside the district, the District
Representative must be invited at least 10 calendar days prior to the meeting
using PR-02

3. All other team members may be notified of the team meeting using the district
online calendar (ie: Google)
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c. Signatures and Attendance

1.

If any district-based professional is unable to attend the team meeting, they must
share their assessment results with the parent, documenting in documented
attempts, and receive permission from the parent prior to the team meeting to be
excused. If these conditions are not met, the meeting must be rescheduled.

If the parent is unable to attend the meeting despite multiple, varied attempts, the
team must hold the eligibility meeting without the parent, determining eligibility
within 60 days of written parental consent.

i. The ETR team leader may continue to try to engage the parent to review
evaluation results after the team meeting. All such documentation should
be written within Prior-Written Notice, including any outcomes.

No team member should document their agreement or disagreement with
signature on the ETR unless they were present at the eligibility meeting.

i.  Any individual who disagrees with the outcome should express their
disagreement in writing with written explanation.

Participation and agreement/disagreement may be documented by written
signature or by indicating by phone or virtual with the verbal agreement from the
appropriate party, including the parent.

In the event that the ETR is initial, requiring initial review of IEP, the IEP may not
be put into effect until written parental consent is granted. The IEP still must be
presented to the team within 30 days of the ETR meeting. If the parent does not
provide consent to initiate services, the IEP and ETR will be kept together,
indicating revocation of services. The parent can, at any time, request the district
come back to the table to review the IEP.
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Chapter 4 -- ETR Meeting Protocol

4.1 -- Team Member Responsibilities
1. Ateam leader should be identified during the planning meeting for every ETR who will
coordinate the evaluation process
2. Typically, the team leader is the school psychologist or a relevant therapist
3. The Team Leader:
a. facilitates the Planning Meeting and Evaluation Team Report meeting
b. is responsible for:
i.  scheduling the meetings
ii.  inviting team members
iii. placing team meetings on the appropriate Google Calendar
iv. communicating with the district representative
v. communicating with the parents/guardians/surrogate
vi. logging all communication
vii.  drafting appropriate PR-01s
4. The planning form dictates the responsibility of each team member. Each team member must
present their findings to the team at the team meeting.
5. All team members should be active participants and represent the best interests of the student

4.2 -- Out of District
1. District Representative from District of Residence must always be invited to any team meeting,
including documentation of attempts and PR-02

4.3 -- Foster Place
1. District Representative from District of Residence must always be invited to any team meeting,
including documentation of attempts and PR-02
2. Parent Surrogate must be included in planning process and must provide consent to evaluate
3. Parent Surrogate must be invited to any team meeting involving a foster placed student
4. Appropriate official from Children Services must be invited to any team meeting

4.5 -- Combined Meetings
1. Whenever possible, hold the ETR and IEP meetings in succession on the same day

4.6 -- PR-01
1. A PR-01 should be drafted and sent home by mail or other means agreed to by the
parent/guardian/surrogate for any event involving special education whereby the district is
seeking to take some action
4.7 -- Finalizing Evaluation
1. If there are any documents referenced in the evaluation which are not in the digital forms within
the district’s system, upload them.
2. Also within 10 days, “Complete” the task in the district’s system making it a “completed task.”
3. Submitting the District Rep Meeting Finalization Google Form
4.8-- Pupil Services Administrative Assistant
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1. Administrative Assistant will monitor the responses to the District Rep Meeting Finalization
Google Form

2. Administrative Assistant will import data from SameGoal to the Student Information System
(SIS) weekly.

3. Run EMIS CrossCheck.

4. Fix errors that were identified from the report generated by EMIS CrossCheck.
5. Update the Special Education Roster.

Chapter 5 -- Independent Educational Evaluation (IEE)

The Ohio Operating Standards for the Education of Children with Disabilities -- Language on |IEE

MCS IEE District Forms, Procedures and Practices
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