
THE REFERRAL PROCESS FOR SPECIAL EDUCATION STUDENTS 
If you are concerned about your child’s progress in school and you think that their struggles may be related to an emotional or 
learning disability, you may need an evaluation referral for special services.

•	 First, talk to your child’s teacher about your concerns. Also, talk with others who know your child in other situations, 
such as your child’s doctor, religious education teacher or a scout leader. If anyone else has recognized some 
difficulties,	ask	that	they	write	a	note	to	document	their	observations.	If	they	have	not	observed	difficulties,	talk	with	
other parents of children the same age to determine if the behavior(s) you observe are simply typical for your child’s 
age. Sometimes, other parents can give you ideas on handling situation that you are experiencing with your child. 

•	 If you still feel there is a need for referral, write a letter to the school principal or the director of special education in 
your town requesting a PPT (Planning and Placement Team) meeting. Include some of the observations about your 
child, but keep it brief. 

•	 As you gather this information and make contact with the school district, be sure to keep dated copies of all letters 
or notes you send or receive. Document all telephone conversations you have. Keep all of the information together 
in a safe place. 

•	 The school can also make a referral for a PPT. The school must consider alternate interventions in the regular 
classroom, such as extra support to assist with disruptive behavior, before referring for special services. In some 
situations, a Child Study Team (CST) may meet to discuss appropriate interventions. The CST can meet without 
parents being present to discuss any concerns the teaching staff may have about a child. You should ask about 
the	CST’s	findings.	Even	though	a	school	must	consider	regular	classroom	interventions,	a	parent	still	has	a	right	to	
refer their child for further evaluation.

•	 Once a referral is made, a Planning and Placement Team (PPT), of which the parent is a vital and equal team 
member, must meet. The purpose of this meeting is to determine if an evaluation for special education services 
is	necessary.	The	school	must	notify	parents	of	the	PPT	meeting,	in	writing,	at	least	five	(5)	days	in	advance.	At	the	
meeting, the parent can request testing and evaluation for various conditions that may impede their child’s ability 
to learn in a classroom, such as a learning disability, cognitive delay or behavioral health condition such as ADHD. A 
parent must consent, in writing, to having their child evaluated prior to any testing. 

•	 At the PPT, parents should participate in discussions regarding what kinds of evaluations may be needed and 
what tests will be administered. Since the PPT should be looking at the whole child, it is extremely important that 
the parent’s observations and concerns are included in the evaluation process. Parents bring valuable information 
regarding their child’s history to the team. Parents also have different opportunities to observe their child’s 
performance and behaviors in situations outside of the classroom. All recommended testing and results should be 
explained to the parents, preferably by the person who administered the test(s). 

•	 Another PPT will be scheduled to review evaluation results and the “team” will determine if the child is eligible 
for special education services. If the child is eligible for services, and the parents have agreed to continue, an 
Individualized	Education	Program	(IEP)	is	developed	by	the	team.	Parent’s	contributions	continue	to	be	important	in	
the development of the educational goals for their children. The school must obtain written parental consent prior 
to	the	child’s	initial	placement	into	special	education	services.	Parents	should	receive	a	full	copy	of	the	IEP	within	
five	(5)	school	days	after	the	PPT	meeting.	 

The	entire	process,	from	the	initial	referral	to	the	implementation	of	the	IEP	for	the	child,	must	be	completed	within	forty-five	
(45)	school	days.	This	forty-five	day	period	excludes	the	time	parents	need	to	make	consent	decisions.	Where	written	parental	
consent is required, parents may revoke their consent at any time.



AREAS TO CONSIDER WHEN PREPARING FOR YOUR PPT MEETING 
These are only suggestions. They are not things you must do.  

They are ideas for you to consider when preparing for your PPT meeting. 

1. TALK TO YOUR CHILD: Find out how your child feels about school. Find out her/his likes and dislikes. Ask if there is 
something s/he would like to do better. 
TALK WITH YOUR CHILD’S TEACHER BEFOREHAND: Get an informal update on your child’s achievements and behavior 
during the school year. 

2. VISIT YOUR CHILD’S CLASSROOM: Make an appointment to observe your child in the classroom. 
3. REVIEW YOUR CHILD’S RECORDS: Go over your own records at home; if you feel they are incomplete, make an appointment 

with	the	school	prior	to	the	PPT	meeting	and	review	what	is	contained	in	your	child’s	file.				
4. BE SURE YOU UNDERSTAND THE NATURE OF YOUR CHILD’S DISABILITY BEFORE THE PPT MEETING: Do you have enough 

information? Have you reviewed the evaluation reports? Do you understand the meaning of the diagnosis? 
5. BECOME FAMILIAR WITH THE LAWS OF CONNECTICUT AND FEDERAL GOVERNMENT PERTAINING TO SPECIAL EDUCATION 

ISSUES:	Call	the	Connecticut	Parent	Advocacy	Center	at	1.800.445.2722	or	visit	their	website	for	more	information.	
6. BRING DOCUMENTATION OF NEED: This is especially important if you are requesting new services. 
7. PREPARE TO SHARE WHAT YOU KNOW ABOUT YOUR CHILD: Jot down some notes about your child to bring to meetings, 

such as interests, hobbies, relationships with family and friends, behavior at home, things s/he does well and things s/he 
has	difficulty	with.	

8. PREPARE YOUR OWN QUESTIONS: Ask	for	a	blank	copy	of	the	IEP	form	showing	the	components	and	write	a	list	of	
questions you would like to discuss at the meeting. Bring the list with you. Copies can be requested by contacting the 
Connecticut	Parent	Advocacy	Center,	Inc.,	www.cpacinc.org,	1.800.445.2722

9. FIND OUT WHO WILL BE ATTENDING THE MEETING: Call the school and ask who will be participating at the meeting, if the 
notification	has	not	included	this	information.	Is	there	anyone	not	present	from	school	or	outside	of	school	that	you	would	
like to invite? Notify the school if you intend to bring someone from outside of school (friend, relative, advocate, outside 
evaluator, etc.).

10. BE PREPARED TO DISCUSS YOUR EXPECTATIONS FOR YOUR CHILD: Jot down what you think your child needs and the 
extent of progress you would like to see during the year. Think about your child’s future. How will what she/he is doing and 
learning in school now prepare her/him for adult life and independent living? This applies to children of all ages. 

11. BRING ANY RECENT EVALUATIONS OR REPORTS DONE OUTSIDE THE SCHOOL: Be sure to bring those that you think will be 
of value. 

12. BRING SAMPLES OF YOUR CHILD’S WORK FROM ACTIVITIES DONE IN OR OUT-OF-SCHOOL: Bring samples that you feel say 
something	about	your	child	and	support	your	concerns.	These	can	be	out-of-school	samples	as	well	as	school	work.	

13. TALK TO OTHER PARENTS: Talk to others you know who have attended PPT meetings to learn from their experiences. These 
may be friends, relatives, neighbors or representatives from the Connecticut Parent Advocacy Center. 

14. THINK ABOUT WHETHER YOUR CHILD SHOULD BE INVOLVED AT THE PPT MEETING: Discuss this option with school 
personnel and be sure to ask your child if s/he would like to attend the meeting.    

15. KEEP A FILE OF YOUR COMMUNICATIONS WITH THE SCHOOL: Record the dates. You might include letters you send, letters 
or notes you receive, telephone calls (made and received), report cards and samples of your child’s work.

REMEMBER, IT’S NEVER TOO LATE TO START!

Content taken from: Connecticut Parent Advocacy Center, Inc., www.cpacinc.org



HELPFUL COMMUNITY PROGRAMS

SpEd Connecticut, Inc. 
75	Charter	Oak	Avenue
Suite	105
Hartford,	CT	06106-1903
860.560.1711
www.spedconnecticut.com

SpEd	Connecticut	helps	families	of	children	with	disabilities	navigate	the	complex	educational	
process, facilitates productive communication between parents of children with disabilities and 
school personnel, refers families of children with disabilities and adults with learning disabilities 
to appropriate service providers and community resources, and offers training for parents and 
professionals in best practices in special education.

Connecticut Parent Advocacy Center
338	Main	Street
Niantic,	CT	06357
1.800.445.2722
www.cpacinc.org

Connecticut	Parent	Advocacy	Center,	Inc.	(CPAC)	is	a	statewide	non-profit	organization	that	
offers information and support to families of children with any disability or chronic illness, age 
birth	through	26.	Parent	Centers	provide	a	variety	of	services	including	one-on-one	support	and	
assistance, workshops, publications and websites. They also have the following online training 
videos: 

•	“Breaking	Down	the	IEP:	Looking	at	the	Key	Pieces	of	an	Effective	Program”	
•	“Planning	for	Success:	How	You	Can	Make	a	Difference	In	Your	Child’s	Individualized	
Education		Program	(IEP)”	
•	“My	Child	Was	Diagnosed	With	ADHD:	What	Does	That	Mean?”
•	“Transition	From	Birth	to	Three	to	Preschool”

Training	Video	Link:	www.cpacinc.org/materials-publications/training-videos


