
My Special Education Process Tracker - MA

What’s Next?

Use this tool to keep track of important information and dates 
related to your child’s evaluation for special education services.

Within 45 school days 
from the date you return 
the consent form:

Register your child for school with your local 
school district.

Call your child’s school and request an 
evaluation. 

At the same time, request an evaluation for 
your child with the school district.

Within 5 calendar days of making an 
evaluation referral, you should receive a 
consent form. 

Review, sign, and return the consent 
form.

Review, sign, and return the consent 
form.

Within 5 calendar days of making an 
evaluation referral, you should receive a 
consent form. 

When you call, ask for the name, number, 
and email of the person in charge of special 
education evaluations at school.

If possible, send your request in writing to this person via 
email, or via USPS mail if email is unavailable.

Note: If you don’t receive a consent form within 5 calendar 
days, call the special education office to ensure that your 
request has been received and is being processed.

Before you sign it, make sure it addresses all your areas of 
concern for your child. If something is missing, call school and 
request an update. If it looks good, sign and return the plan. 

•	 Your child will be evaluated for special education 
services. 

•	 School will schedule an eligibility meeting with 
you. (An interpreter must be present if English is 
not your preferred language!)  

•	 If your child is found eligible for special 
education services, a second meeting may be 
scheduled to determine the specific services in 
your child’s Individual Education Plan (IEP).

•	 If your child is not found eligible for an 
Individualized Education Plan, ask about a 504 
plan to accommodate your child’s needs instead. 

Before you sign it, make sure it addresses all your areas of 
concern for your child. If something is missing, call school and 
request an update. If it looks good, sign and return the plan. 

Note: If you don’t receive a consent form within 5 calendar 
days, call the special education office to ensure that your 
request has been received and is being processed.
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IF YOUR CHILD IS NOT YET ENROLLED IN SCHOOL... IF YOUR CHILD IS ALREADY ENROLLED IN SCHOOL...
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HERE’S SOME 
SAMPLE LANGUAGE
YOU CAN USE:

HERE’S SOME 
SAMPLE LANGUAGE
YOU CAN USE:

“I have concerns about my child’s 
development and I would like to have 
my child evaluated through the school 
system for special education services. 
I am specifically concerned about my 
child’s development in the areas of [fill 
in your areas of concern].”

“I have concerns about my child’s 
development and I would like to have 
my child evaluated through the school 
system for special education services. 
I am specifically concerned about my 
child’s development in the areas of [fill 
in your areas of concern].”

DATE I COMPLETED STEPS 1 + 2:

DATE I RECEIVED CONSENT FORM:

DATE I COMPLETED STEP 4: DATE I COMPLETED STEP 4:

DATE I RECEIVED CONSENT FORM:

DATE I COMPLETED STEPS 1 + 2:
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