
 

Special Education  
Parent Handbook 

 
 
 
   

 



 

Introduction 
 
Oakland School for the Arts offers educational opportunities for qualified students 
regardless of their disability status. Individual Education Plans (IEPs) are implemented 
by an Education Specialist, who collaborates with staff and ensures that students’ 
accommodations, modifications, services, and supports are accurately reflected in teacher 
practice and administrative action. Families and students are an integral part of this 
process and regular communication between the staff and the students’ home is facilitated 
by the Education Specialist. Staff is given on-going training in Special Education 
procedures and effective classroom strategies for students with learning differences. OSA 
maintains a Special Education Local Plan Area (SELPA) agreement with the El Dorado 
County Charter SELPA.. 
 
This handbook was created by the Oakland School for the Arts (OSA) with the hope that 
it will serve as an informative resource for families. It is not comprehensive and OSA 
encourages families to read the EDCOE Charter SELPA CAC Parent Handbook, 
available at ​http://www.edcoecharterselpa.org/ ​ and the Parents Rights at the same web 
address and included in this handbook.  
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Individuals with Disabilities Education Act (IDEA) 
As the nation’s special education law, The Individuals with Disabilities Act (IDEA) 
provides rights and protections to children with disabilities and to their parents. The 
Individuals with Disabilities Act (IDEA) is a federal law that mandates and affirms the 
right of all children with disabilities to a Free Appropriate Public Education (FAPE). The 
purposes of IDEA are to do the following: 

● Ensure that all children with disabilities have available to them a Free Appropriate 
Public Education that emphasizes special education and related services designed 
to meet their unique needs and prepare them for employment and independent 
living; 

● Ensure that the rights of children with disabilities and parents of such children are 
protected; Assist states, localities, educational service agencies, and federal 
agencies to provide for the education of all children with disabilities; and 

● Assess and ensure the effectiveness of efforts to educate children with disabilities. 
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Pre-Referral Process  
Whenever there is a concern about their child’s academic or behavioral performance, 
OSA or the family may request a meeting to discuss the concerns. During the meeting, 
the student study  team can document concerns and which strategies are being 
implemented or will be implemented to attempt to address the student’s concerns related 
to their learning. Areas that are important to discuss and document during the meeting 
are: 

● Developmental/medical history 
● Attendance/school enrollment history 
● Review of vision, hearing, speech and language screenings 
● Behavior 
● Academics: Performance and results of interventions 

 
Although a referral for special education assessment may be initiated by families, 
teachers, the student or other persons with knowledge of the student; current law 
requires ​that all options in the general program be implemented prior to a referral for 
special education. These options may include, but are not limited to, the following: 
 

● Accommodations within the general education program (seating, breaks, etc.) 
● Research-based intervention programs (math lab, reading support) 
● Consultation with appropriate staff (counseling)  
● Behavior plans and/or Attendance contracts 

 
All options are to be explored and documented by the general education staff prior to a 
referral for special education. The procedure to be followed when a student is first seen as 
having difficulty will be the responsibility of the general education staff. 
When all of the resources of general education have been exhausted, documented, and are 
unsuccessful,  the student may be referred for special education consideration. 

 

Assessment Plans 
An Assessment Plan (AP) is a document that outlines the assessment tools and methods 
used to determine eligibility for special education services as well as present levels of 
performance, the types of measurements used to collect this information, and the 
individual(s) responsible for the collection/review of data. Assessments will be 
comprised of data from multiple sources and will require a multidisciplinary team of 
specialists to gather and interpret the data. 
 
An assessment plan can be initiated for several reasons. Some examples may include: 

● Upon parent request 
● To initiate an assessment for an initial evaluation 
● To initiate an assessment for a triennial evaluation 
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● If a student is identified as having a new possible area of need, such as behavior 
or speech and language 

 
 
PLEASE NOTE: 
Formal assessment cannot be conducted without the parent’s written consent. It may also 
be appropriate to conduct formal assessment while the student is receiving interventions 
suggested through the SST process. 
Parental consent is not required before reviewing existing data, or before administering a 
test or other assessment that is administered to all students, unless before administration 
of that test or assessment, consent is required​ of all parents. 
 

Family Request for Assessment 
If a family is requesting an assessment, OSA must respond within 15 days of receipt of 
the written request. The family has a right to request an evaluation at any time. 
OSA may deny the request for an initial assessment or additional assessment using a 
Prior Written Notice (PWN) if the school feels that the student is receiving a Free 
Appropriate Public Education (FAPE) in the general education program, which is 
considered Least Restrictive Environment (LRE). OSA will include data in the PWN to 
ensure that the student does not require assessment, such as current academic 
performance, average test scores, and other means. 
If a family would like to request a team meeting to discuss the need for supports, they 
should write a specific request to the attention of the child’s principal or teacher, asking 
for a Student Study Team meeting (see sample letter on page XX).  
 

Assessment Timelines 
Any time a referral to assess a student is proposed, an Assessment Plan (AP) will be 
developed and sent to the parent for review within 15 calendar days of receipt of the 
referral. The parent shall have up to 15 calendar days from the receipt of the proposed AP 
to either grant or decline the proposed assessment.  Winter and summer breaks may 
extend the timelines. 
 

Areas of Assessment 
The Assessment Plan must be comprehensive and allow for assessing the student in all 
areas related to the suspected disability, typically, this include: 

1. Health and developmental history 
2. Speech and language function 
3. General intelligence or cognitive level 
4. Processing skills 
5. Academic achievement 
6. Social and emotional and behavioral status 
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In order to be eligible under IDEA, a student must meet criteria and be identified under 
one of the thirteen categories: 

1. Autism 
2. Deaf-blind 
3. Deafness 
4. Emotional Disturbance (Mental Health) 
5. Hearing Impairment 
6. Intellectual Disability 
7. Multiple Disabilities 
8. Orthopedic Impairment 
9. Other Health Impairment (such as Attention Deficit, some mental health) 
10. Specific Learning Disabilities (such as reading disabilities, processing disabilities, 

dyslexia, dyscalculia)  
11. Speech-Language Disabilities 
12. Traumatic Brain Injury 
13. Visual Impairment (that cannot be corrected by glasses) 

 
In addition to being identified under one of the above categories, the team must 
determine that the disability impacts the student’s learning and requires special education 
services in order to receive educational benefit. The term “educational benefit” refers to a 
student making meaningful progress from instruction with supports and services in place 
through an individualized education program. 
 

Educational Benefit 
The concept of “Educational Benefit” is different for every student based on their ability. 
Individualized Education Plans for students should be analytical, thoughtful and 
consistently designed based on individually assessed needs and the growth made from 
one year to the next. When anyone reads the IEP, they should be able to track threads 
through the document. Assessment report data should be visible in present levels. Needs 
should be visible in present levels. Services/supports and goals should be chosen and 
designed in response to specific, identified needs, and measurable growth should result. 
The result of this process over time is ​Educational Benefit​. 
 

OSA Support Systems 
OSA has multiple supports in place for students. Please talk with the counseling 
department for more information.  
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Sample Letter – Requesting a Support Team Meeting 
 
Your Name 
Address 
City, State, Zip Code 
Telephone Number 
Date 
 
 
Mr./Ms. Principal 
OSA 
530 Eighteenth Street  
Oakland, CA 94612 
 
Dear Mr./Ms. Principal: 
I am the parent of (Student name), who is currently enrolled at the (School Name) in the 
(XX) grade. (Student name) is not doing well in school and I am concerned about his 
academic performance.  Specifically, he/she is having trouble with _______ (some 
examples are reading comprehension, math word problems, decoding, executive 
functioning, or peer relations.)   
I am therefore requesting a Student Study Team meeting to develop educational strategies 
and interventions for (Student name). 
 
 
Sincerely, 
 
 
 
PLEASE NOTE: Before using a letter such as this, please be sure you have had the 

opportunity to communicate with your child’s counselor 
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Sample Letter – Referral for Special Education 
 
Your Name 
Address 
City, State, Zip Code 
Telephone Number 
Date 
 
 
Director of Special Education 
OSA 
530 Eighteenth 
Oakland, CA 94612 
 
 
Dear Director: 
 
I am the parent of (Student name), who is currently enrolled at the (School Name) in the 
(XX) grade. We have had a team  meeting and the recommendations of that team have 
been implemented. (Student name) is still not doing well in school: (define here what 
those concerns are):___________________________________________________. 
 
I am writing to make a referral for assessment to determine eligibility for special 
education services for (Student name). I am requesting that OSA give (Student name) a 
comprehensive assessment in the following area(s) of suspected disability(ies): 
_______________________________________________________________________
______ to determine if s/he is eligible for special education and/or related services under 
IDEA and/or Section 504. I am requesting all written reports be provided to me prior to 
the meeting for my review. 
 
I look forward to receiving an assessment plan within 15 days. If you have any questions, 
please feel free to contact me. 
Thank you for your cooperation and assistance. 
 
 
Sincerely, 
 
PLEASE NOTE: Before using a letter such as this, please be sure you have had the 

opportunity to communicate with your child’s counselor 
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Assessment Plan Development 
After a student is referred for special education assessment, OSA will contact the parent 
to develop or review an assessment plan. The school will: 

1. Review the reason(s) for referral; 
2. Explain the evaluation process and the methods or tests which will be used to 

obtain more information about the student. Testing will be done in the student’s 
native language or other means of communication, unless other provisions are 
necessary. Areas of assessment will be specified in the assessment plan and 
decided upon collaboratively with both the school and parent input. All areas of 
suspected disability should be assessed as part of this assessment. 

3. Provide a copy of Procedural Safeguards to the family. 
4. Ask the parents to provide written consent for an assessment to be conducted. 

This would be in the form of an Assessment Plan. 
 
The evaluation process, parent rights and the assessment plan may be offered at a 
meeting in which the initial referral has been made. However, this process may happen 
afterward. 
 
The assessment process has two major purposes: 

1. To gather all the information possible about the student by assessing his/her needs 
through observation, testing, and gathering pertinent information, written or 
otherwise from those who have worked with the student, including the parent, 
teachers, nurses, therapists and psychologists; and 

2. To determine if the student is eligible for special education programs and 
services. 

 
The school has 60 calendar days (excluding days during school breaks of more than 5 
school days) from the time of the school receives the signed parent assessment plan to 
complete all assessments, prepare assessment results, schedule and hold the initial IEP 
team meeting. 
 
In order to gather as much pertinent information about the student as possible, the school 
may ask the parent to sign an Exchange of Information form. This form would allow the 
appropriate school personnel to contact outside service providers working with the 
student. 
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IEP Team Meeting 
Once assessments are completed, a meeting will be held within the 60-day timeline, to 
review the results and determine special education eligibility. If the student is found 
eligible, the team will develop an Individualized Education Program (IEP) which is 
designed to identify what areas of need will be targeted for intervention and how such an 
intervention will actually be carried out. Before the student receives any special 
education services, this program must be developed at the IEP team meeting, and parents 
must provide written consent. Parents have the right and are encouraged to present 
information during the IEP team meeting, or prior to, for use in developing the most 
appropriate IEP for the student. Parents may request, in writing, the assessment results 
and draft IEP forms to become familiar with the documents, as well as other information 
pertinent to the IEP, such as drafted reports or drafted goals prior to the IEP team 
meeting.  
A number of items make up the Individualized Education Program (IEP). They include: 

● Statements of the student’s level of educational performance and needs provided 
by parents and staff; 

● Statements of yearly goals; 
● Lists individuals responsible for helping to accomplish the goals; 
● Criteria and evaluation procedures for measuring the achievement of the 

educational goals; 
● A statement of the specific special education program, the related services needed 

by the student, and the degree of participation anticipated in the general education 
program; 

● The date that special education service(s) will begin and how long the service(s) 
should continue; and 

● Determination of participation in assessments. 
 
The parent(s) or guardian will be asked to give written approval of the newly developed 
IEP at the IEP team meeting. Parents are not required to sign the IEP at this time. The 
parent(s) or guardian must give permission a change in educational placement or program 
of the student is implemented. 
 
The student’s program is a cooperative effort between the school, the home, and the 
student. Communication between home and school should continue after the IEP team 
meeting takes place. 
Requests for informal conferences with the student’s teachers, requests to visit the 
student’s classroom, notes or phone calls are all ways of learning about the student’s 
program and performance. 
It is the team’s and the parents’ right and responsibility to request an IEP team meeting or 
review at any time. An IEP meeting will be held at least annually to review the IEP and 
the student’s educational progress. In addition, the student will be re-evaluated no less 
than every three years to determine continued eligibility for special education services. 
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If the student does not qualify for special education services, he or she may or may not be 
eligible for services under Section 504 of the Rehabilitation Act of 1973. For additional 
information regarding Section 504, please see the OSA 504 Handbook. See page XX in 
this handbook that discusses 504 plans. 
 

IEP Team Membership 
The following individuals are required members of an IEP team for purposes of 
developing, revising or reviewing the IEP, determining eligibility, and/or recommending 
placement for a student: 

1. An administrator or an administrative designee (other than the student’s teacher) 
who is knowledgeable of program options appropriate for the student. This person 
must be authorized to make decisions and allocate resources. This is usually the 
director of special education or the principal. 

2. Not less than one general education teacher. It is recommended that the student’s 
current general education teacher attend the meeting.  

3. The student’s special education teacher(s). 
4. The student’s parent(s)/legal guardian(s)/surrogate parent, or an individual 

selected by the parent. It is important to note that no individual or agency is 
authorized to sign with consent to an IEP unless they possess educational rights 
for the student. 

5. The student. While not legally required, OSA thinks it is important for students to 
be active participants in their own education. 

 
When appropriate, the IEP team may also include others with specific knowledge of the 
student and their needs.  
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Sample IEP Agenda 
Agenda for (student’s name) Annual (or triennial) IEP on (date) 

1. Welcome/Start Up 
a. Introductions 
b. Purpose/Expected Outcomes 
c. Agenda Overview 
d. Child/Parent Rights 
e. Establish Time Parameters 

2. Present Levels of Performance/Eligibility and Transition for Students 16 Years 
and Older 

a. Complete Transition Paperwork in conjunction with Present Levels, Goals 
and Services 

b. Student Strengths/Preferences/Interests 
c. Parent Concerns 
d. Review of Reports (General Education, Specialists, School Psychologist, 

and other agencies, if applicable)  
e. Review of Progress on Current Goals/Objectives 

3. New Goals/Objectives Based on Current Needs 
4. Offer of Program/Services Based on Goals/Objectives 

a. Service Delivery Options 
b. Supplementary Aids, Services and Other Supports for School Personnel, 

or for the Student, or On Behalf of the Student 
c. Accommodations/Modifications 
d. Special Education and Related Services 
e. Extended School Year? 
f. Testing accommodations 

2. Offer of Educational Setting 
a. % of time in/out of general education classes/rationale for time out of 

general education 
b. Promotion Criteria 
c. Progress Monitoring/Progress Reporting Special Education 

Transportation? Graduation Plan (if appropriate) 
3. Wrap up 

a. Confirm Agreements 
b. Signatures 
c. Follow-up 
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Parent Request for Special Education Flowchart 
 
 
 

 
   

13 



 

Available Special Education Programs and Services 
The Oakland School for the Arts provides a range of special education programs and 
services for eligible students in grades six through twelfth grade.  
Students receiving special education and related services will be educated with general 
education peers to the maximum extent appropriate. These students will be integrated as 
much as possible in school activities and general education classroom activities as 
determined by the IEP team. This may include programs that are not on the OSA campus.  
Special education and related services will be provided on behalf of the student, without 
cost.  
Please note: Eligible students are able to continue to receive special education and related 
services documented in the IEP until they receive a high school diploma -OR- they reach 
the age of 22. 
 

Least Restrictive Environment 
“Least Restrictive Environment (LRE)” is the placement or program, which can best 
meet an individual student’s needs and does so with a minimum loss of contact with 
general education curriculum, programs and typically developing peers. 
For OSA, this means keeping students in general education classes, which includes full 
participation in their arts emphasis.  
 

Educational Setting 
OSA offers a range of special education programs to meet the instructional needs of 
students with disabilities and are described below. For additional information regarding 
the special education programs that are offered at OSA, please contact the director of 
special education. 
 
The primary program at OSA provides a range of services to students with mild to 
moderate disabilities. An Education Specialist focuses on assisting students in accessing 
the grade level academic curriculum. Each student receives specially designed instruction 
and support services in areas of specific need as indicated on his or her Individualized 
Education Program (IEP). These services may be provided through a push-in/pull out 
model which has been found to meet the majority of students’ needs at OSA. The 
flexibility of the program allows for students to earn their high school diploma in a timely 
fashion. 
 
In addition to the academic support, OSA offers mental health support through group and 
individual counseling. Other supports are made available when the need arises.  
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Transition 
Parents play an important role in their student’s transition from the school setting to the 
world of adult living and working. Although the formal process of transition planning is 
not required of a school until after the student turns 15, prior to the student’s 16th 
birthday, it is helpful for parents to begin exploring the topic much sooner. 
Transition, in reference to individuals receiving special education services, is defined as a 
coordinated set of activities for a student with a disability that: 

● Is designed to be within a results-oriented process that is focused on improving 
the academic and functional achievement of the student to facilitate the student’s 
movement from school to post-school activities. These would include 
postsecondary education, vocational education, integrated employment (including 
supported employment); continuing and adult education, adult services, 
independent living, or community participation; 

● Is based on the individual student’s needs, taking into account the student’s 
strengths, preferences, and interests; and 

● Includes instruction, related services, community experiences, the development of 
employment and other post-school adult living objectives, and, if appropriate, 
acquisition of daily living skills and functional vocational evaluation. 

As a student with disabilities moves into the teen years, the Individualized Education 
Program (IEP) focuses more on the interests of the student and what he or she hopes for 
the future. According to the Individuals with Disabilities Education Act (IDEA), it is the 
responsibility of the IEP team, including the parent, to create a Transition Individualized 
Education Program (Transition IEP) to support those interests. 
IDEA requires that parents and students be involved in all aspects of transition planning 
and decision-making. 
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Parents’ Record Keeping 
The parent of a child with special needs will gather a tremendous amount of information 
about the child from various professionals and service agencies. Record keeping is not 
mandatory for parents of children with disabilities, but good records prove to be 
extremely helpful for us to serve your child in the best way possible. 
It may be helpful to have information on the following categories: 

● Family History: May include child’s birth date, place of birth, parent(s) name(s), 
address, phone number and family history. 

● Developmental History of the Child: May include mother’s health during 
pregnancy and any unusual circumstances at the birth of the child. May also 
include developmental milestones and at what age the child reached them. 

● Medical History and Reports: May include information on the child and the 
family’s health history, nature of serious illnesses, injuries and operations, record 
of the child’s immunization, and any medications that are prescribed.   

● Educational History: May include names and dates of schools attended, copies of 
IEPs, test results and progress reports. 

● Services Received from Other Agencies: May include copies of records from any 
other agencies, which may have had contact with the child. 
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Section 504 
Section 504 is the section of the Rehabilitation Act of 1973, which applies to persons 
with physical or mental impairments. It is a civil rights act, which protects the civil and 
constitutional rights of persons with disabilities. It states that no person with a disability 
can be excluded from or denied benefits of any program receiving or benefiting from 
federal financial assistance. 
 

Definition of Disability 
A person is considered to have a disability within the definition of Section 504 if he or 
she: 

● has a mental or physical impairment which ​substantially limits​ one or more of 
such person’s major life activities 

● has a history of such impairments; or 
● is regarded as having such an impairment 

 
School staff should consider the potential existence of a disability and possible Section 
504 protection if the student has been diagnosed, for example, with: 

● ADHD 
● Communicable diseases 
● Blood/sugar disorders 
● Heart malfunctions 

Definition of Major Life Activity 
“Major life activities” include functions such as caring for one’s self, performing manual 
tasks, walking, seeing, hearing, speaking, breathing, learning, and working. When a 
condition does not substantially limit a major life activity, the individual does not qualify 
for a Section 504 plan. 

Reasonable Accommodations 
Section 504 requires a written plan describing placement and services. Placement 
decisions must be based upon information drawn from a variety of sources and all 
information must be considered. The placement decisions must be made by a group of 
persons knowledgeable about the student, about the meaning of the evaluation data, and 
about placement options. All members of the group or assistance team, including parents, 
must sign the “educational accommodation plan.” Some examples of reasonable 
accommodations are: 

● Untimed or extended time for assessment and/or assignments; 
● Provision of readers; 
● Provision of audio textbooks, 
● Changes in the way tests are given; and/or 
● Allow for verbal response. 
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