PROCEDURES FOR ARD MEETINGS

1.
An ARD meeting must be held within 30 calendar days of the completion of an 
initial evaluation for consideration of special education services.  The purpose of 
the meeting will be to review the results of the evaluation and to consider 
recommendations from the report.

2.
An ARD meeting must be held at least annually on or before the anniversary date            for each special education student to review progress toward mastery of the I.E.P. and to plan an appropriate program for the coming year.

3.
An ARD meeting may be called at any time at the request of either parent or 
district staff.  At no time should a request for an ARD meeting be denied to either 
the parent or staff member who works with the student and who has concerns 
about the student’s progress. Upon parental request for an ARD meeting, such a 
meeting must be scheduled within five (5) school days. Emergency ARDs may be 
convened with less than five (5) school days, but only with parental consent. 
4.
Parents must receive the Notice of ARD meeting no less that five (5) school days 
prior to the meeting unless they are willing to waive that right.  Phone calls or 
other attempts to encourage parental participation must be documented and kept 
in the eligibility folder. Each campus is requested to establish procedures for 
assuring that parents receive the invitation and to encourage them to 
participate in the ARD meeting.  

5.
All efforts should be made to schedule ARD meetings at times which are convenient and reasonable for parents and school staff.  If parents are unable to attend the meeting and give permission for it to be conducted without them, these suggestions may assist in the development of the child’s educational programming:
· Talk with the parent prior to the ARD by phone to get their input on recommendations for their child.  This may also be obtained by someone who goes to visit the parent at home prior to the ARD.  In either case, it is recommended that a draft of the proposed I.E.P. be provided to the parent during a home visit or discussed with the parent via a phone call.

· Hold the ARD by phone during the parent’s lunch hour or at another time convenient for the parent.

· Arrange for a staff member to deliver the ARD documents to the parent and explain the decisions made by the ARD committee.

6.
In the event a parent fails to attend the ARD meeting, a second ARD will be scheduled.  Continue documentation of methods to ensure parental participation. After failure to attend the second ARD, hold the ARD and document who will be responsible for reviewing the ARD information with the parents.

7.
An ARD meeting is a collaborative process designed to allow all persons interested in the student to provide input.  Every effort should be made to ensure that parents are comfortable in expressing input regarding their child’s program.  The following are procedures to follow when conducting an ARD meeting with individuals invited by the parent:

· Parents may invite anyone they wish to an ARD meeting (excluding members of the press).  This may include a friend, neighbor, relative, outside assessment professional, advocate or attorney.
· If a parent brings someone who serves in the role of an advocate, please contact Special Services to determine whether we need to reschedule the meeting for a time when a special education supervisor can be present.  We will make every effort to accommodate your ARD schedule so that such meetings are not seriously delayed.
· At the ARD meeting the parent’s support person may speak, if that is the wish of the parent.  It is recommended that the school address their comments to the parent.  Then, if the parent wishes to allow the advocate to speak for them, they may do that.

· Remember that we no longer vote in the ARD meeting.  Decisions are made by consensus.  There are really only two positions – the parent’s and the school’s, which is defined by the administrator present.  Allow the outside person to sign indicating that they were present.  This can be done on either the deliberations page or the signature page.  Whether they sign that they agree or disagree with the decision(s) is unimportant.

· Any person who attends an ARD meeting is expected to maintain appropriate behavior.  This is true of our staff, of parents and of any person brought to an ARD by the parent.  Nothing less should ever be tolerated.

· Polite reminders of appropriate behavior are acceptable.  As a last resort, tabling the ARD and rescheduling to complete the meeting on another day is also very acceptable.  The advocate or attorney does not need to agree to table the ARD.  That decision is made at the discretion of the ARD administrator.

· If the parent brings legal representation, the meeting will be rescheduled at a time when the district can be similarly represented.

8.
There is no time limit for an ARD meeting; however, it is not reasonable to expect 
that all information can be discussed and decisions made in less than 45 minutes.  
ARD meetings which extend beyond two hours are rarely productive and are 
discouraged.  When parents and staff are stressed by the length of an ARD 
meeting, it is rare that good decisions will be made.  In the case of a lengthy ARD 
meeting, it is acceptable to table the meeting and complete it at a later date.  This 
later date and time should be set before the meeting is adjourned and should occur 
within a reasonable period of time.  When the meeting is reconvened, earlier 
decisions should be briefly reviewed and the meeting continued from the point 
where it stopped.  All parties necessary for decisions should participate in the 
entire meeting. 

9.
Should the parent not be in agreement with the recommendations proposed by the district, they should be offered a 10 day recess.  Prior to leaving the meeting, the date and time for the meeting to be reconvened should be set. A second Notice of ARD Meeting is not required in this case.  However, it is appropriate for the school to call the parent to remind them of the second meeting.  When the ARD reconvenes, any necessary information can be reviewed along with any new information which may be presented.  ARD minutes should reflect areas of discussion and decisions made.  If consensus still cannot be reached, the parent should be given a copy of the Procedural Safeguards and the relevant sections should be explained to them.   

10. If a parent disagrees with the results of an evaluation, they should be informed that they may request an Independent Educational Evaluation (IEE) at District expense.  They should be given a list of 
suggested evaluators.  However, they should be told that they are not limited to the list. 
(note: Requesting an IEE is solely an option for parents and not school personnel.  Disagreement between school personnel must be resolved prior to the ARD meeting.)
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