Pamlico County Schools
Process for SAT/504 Referrals

1. Get a Red Folder from the SAT chairperson with information and referral.

2. Complete the RE 1/HCA form.  (Please use a black ink pen. You must document two contacts with parents.) The top half of the form should be completed by the classroom teacher.  The bottom half of the form will be completed later by the SAT committee member who does the classroom observation on the student.

3. Parental Notification of Screening form RE 2 will be sent home to parents by the chairperson.

4. Complete the RE 1(a)/HCA form as follows:

· Attendance – Attach a print out if there is a problem with excessive absences.  Discuss the attendance problem with the parents during one contact conference.  Also, check to determine if there is a medical reason for absences.

· Grades – Attach a copy of all report cards (previous and current).  Also, indicate if the child has repeated any grades.

· Testing – Include all testing data such as Kindergarten profile, K-2 Assessment Data, STAR Test Scores, Diagnostic Assessments, Standardized Test Scores, Achievement Testing, Benchmark Scores, etc.  (Look in cumulative folder and also check to see if the student has an inactive folder for previous SAT or IEP referrals.)

· Medical Problems – Check the cumulative folder and list those medical problems that are clearly documented.  (Do not list conditions that you “think” exist or have “heard about.”)  If the child takes medications for ADHD, ADD, asthma, allergies, etc. you should make note of that if the medication has been prescribed by a doctor.  If no medical problems are documented in the records, write “None Noted.”

· Include vision and hearing screening information and dates.

· Complete Social Functioning information.

· Attach work samples that provide evidence of the student’s classroom performance and ability.

· If behavior or attention span is a problem, you will need to collect baseline data to document the problem.  (SAT committee chairperson has a form you can use.)

5. Complete the PRE-REFERRAL SYMPTOMS CHECKLIST.

After the above information is complete, the red folder should be turned back in to the committee chairperson.  Nothing should be left blank on the forms.  If the information is not available in the student’s folder and you cannot find the information, write “Information not available in records.”

A member of the SAT committee will arrange a time with you to complete a classroom observation on the student of approximately 30 minutes.

1st SAT Committee Meeting – The classroom teacher should be present at the meeting to discuss the data collected on the student and any other additional relevant information.  The committee members will discuss and recommend at least 3 – 4 new strategies for the teacher to try with the student.  The strategies are documented on the RE 1(b)/HCA form.  Beginning dates for the implementation of the strategies and results should also be recorded on this form.  The SAT members as well as the regular classroom teacher should sign and date the RE 1(c)/HCA form at the end of the 1st meeting.  (Strategies should be implemented for 4 – 6 weeks.)   Additional student work samples should be gathered to document the results of the strategies used in the areas of concern and placed in the referral folder.
2nd SAT meeting – The classroom teacher and the SAT committee will meet again to discuss the results of the strategies.  Form RE 1(b)/HCA should be reviewed.  Ending dates should be recorded for each strategy as well as checking the results of each strategy. A decision will be made concerning whether or not to refer the student to the IEP committee for further testing.  The SAT members and the regular classroom teacher should sign and date the RE 1(c)/HCA form at the end of the meeting. If the decision is to refer the student to the IEP committee, the DEC 1 form (pages 1 and 2) must be completed, signed and dated by the teacher.  This form is placed in the folder.  The folder should be presented to the IEP committee at their next meeting.

All referrals to the SAT Committee should be made no later than November 20.  

IDEA/504 IDENTIFICATION FOR STUDENTS WITH DISABILITIES IN LEARNING

PERFORMANCE PROBLEMS

 
STUDENT ASSISTANCE TEAM

(SAT)  

STRATEGIES SUCCESSFUL                                                                                                  STRATEGIES UNSUCCESSFUL


STOP REFERRAL PROCESS AND CONTINUE                                                                                   IDEA (ECP) REFERRAL

REGULAR CLASSROOM INTERVENTIONS 

             AS NEEDED                                          

                                                                                        STUDENT DOES NOT QUALIFY                                   STUDENT QUALIFIES FOR 

                                                                                                   FOR IDEA (ECP)                                                                       IDEA (ECP)

                                                           
IF NO IDENTIFIED PHYSICAL OR MENTAL IMPAIRMENTS,                                            FOLLOW IDEA (ECP) IDENTIFICATION 

RETURN TO SAT FOR CLASSROOM STRATEGIES                                                                           AND PLACEMENT PROCESS     
                                                                                        IF IDENTIFIED MENTAL OR PHYSICAL  IMPAIRMENTS,

                                                                                        RETURN TO 504 COMMITTEE FOR ELIGIBILITY 

                                                                                                            CONSIDERATIONS

 STUDENT DOES NOT QUALITY FOR  504                                                                                              STUDENT QUALIFIES FOR 504   
            (GIVE 504 NOTICE)                                                                                                                                     (GIVE 504 NOTICE)  

STOP PROCESS AND CONTINUE REGULAR CLASSROOM                                                                    DEVELOP 504 PLAN   
INTERVENTIONS AS NEEDED               
