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Understanding the Requirements for Prior Written Notice

What is Prior Written Notice?

The Individuals with Disabilities Education Act (IDEA) provides procedural safeguards to
protect the civil rights of students with disabilities and their parents. One such
procedural safeguard is prior written notice (PWN). The purpose of PWN is to inform the
parent(s), or student who has reached the age of majority, of actions the district is
proposing or refusing to take with a student who has a disability or who is suspected of
having a disability.

PWN supports meaningful parent participation by ensuring parents are fully informed of
a district’s proposal or refusal to initiate changes to the identification, evaluation,
educational placement, or provision of a free appropriate public education (FAPE) for
the student. Regardless of who suggests a change, it is the district’s responsibility to
make a final decision and document the decision thoroughly in notice. Notice functions
as an official record that documents the district’s proposed or refused actions, including
the rationale. Documenting in notice ensures transparency and accountability beyond
the individualized education program (IEP) itself, providing parents with a clear
explanation of the district’s reasoning and protecting their right to a full and informed
understanding of the development of the student’s IEP.

When is Prior Written Notice Required?

According to 34 CFR §300.503 notice is required when a district:

B proposes to initiate the identification, evaluation, or educational placement of
the student or the provision of a FAPE for the student

B refuses to initiate the identification, evaluation, or educational placement of the
student or the provision of a FAPE for the student

Evaluation

A parent has the right to request an evaluation of their child if they suspect the child
may have a disability. In addition, a teacher who recognizes a student is struggling
academically or behaviorally has an obligation to follow the district’s child find
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https://sites.ed.gov/idea/regs/b/e/300.503

procedures for referring a student to the child study team and/or special education
evaluation. In each case, the district must issue notice to the parent.

Following a written request for a full and individual initial evaluation, a district has 10
school days to respond to the parent(s) request. The district will issue notice to inform
the parent(s) of:

B the proposal to conduct the evaluation and to request consent to conduct the
evaluation, with a clear statement of the activities to be conducted during the
course of the evaluation

B the refusal to conduct the evaluation in one or more areas of suspected disability
with a clear explanation why

A reevaluation of a student who was previously determined eligible must occur at least
once every three years, unless the parent and district agree a reevaluation is not
necessary. A reevaluation may not occur more than one time per year, unless the parent
and district agree otherwise. A reevaluation must be conducted when the district
determines the educational or related services needs of a student, including improved
academic achievement and functional performance, warrant a reevaluation, or the
parent or teacher requests a reevaluation. Examples for when a district must issue
notice associated with a reevaluation include, but are not limited to:

B The proposal to conduct a reevaluation and to request consent to conduct the
reevaluation, with a clear statement of the activities to be conducted during the
reevaluation.

B The refusal to conduct a reevaluation requested by the parent or teacher.

B The determination that no additional data is needed to recommend continued
eligibility. Notice will include the evaluation options considered and the reason(s)
those options were not selected.

Identification

Upon completion of an initial evaluation, the evaluation team will make a
recommendation of eligibility to the IEP Team. Based on the evaluation results, the IEP
Team determines if a student meets the criteria for a student with a disability who is
eligible to receive special education and related services. Examples for when a district
must issue notice associated with identification include:
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B When scheduling an IEP Team meeting where evaluation results and eligibility
will be discussed, a notice of invitation must be provided to the parent(s) a
reasonable time prior to the IEP Team meeting.

B When the IEP Team determines a student is eligible for special education and
related services, the district must issue notice informing the parent(s) of the
eligibility determination and offer of FAPE. This notice will also seek parent
consent to the initial provision of special education and services.

B When a parent refuses to give consent to the initial provision of special education
and services, the district must issue additional notice documenting the proposed
action that was refused and the resulting course of action.

B When a parent or teacher requests a change in eligibility, the district must issue
notice proposing or refusing to conduct the evaluation, with an explanation of
the option(s) considered and the reason why the option(s) were not selected.

A parent may request an independent educational evaluation (IEE) when they disagree
with the results of an evaluation. When a parent submits a request for an IEE, the
district must issue notice documenting the district’s decision to approve the IEE or
refusal to approve the IEE. Notice must contain a clear description of the reasons for
rejection of a request.

Educational Placement

A district must provide notice when any change of placement occurs or will be
discussed. Educational placement can only be determined by the IEP Team, is based on
a student’s IEP, and is consistent with least restrictive environment (LRE) requirements
in 34 CFR §§300.114 - 300.116. Educational placement is where a student will receive
the special education, related services, and supports that make up the district’s offer of
FAPE. Some common educational placement situations where notice must be provided
include, but are not limited to:

B graduation from high school with a diploma
exit from school due to exceeding the age of eligibility for special education

change of program, supports, and services or change from in-person instruction
to virtual instruction that substantially alters a student’s educational
programming
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any change in a student’s placement

B the continuum of placements is outlined in 34 CFR §300.115 and includes
instruction in general education classes, special classes, special schools, home
instruction, and instruction in hospitals and institutions, as well as resource and
itinerant instruction in conjunction with general education class placement

B the proposal or refusal to provide a particular educational setting, including the
options considered, but not selected by the IEP Team

B the proposal or refusal to provide a requested special education program with
explanation of why the program was not chosen to meet the unique needs of the
student as determined by the IEP Team (example: potential harmful effects,
transportation time, access to peers, and general education curriculum)

Notice must also be provided on the day the decision is made to make a disciplinary
removal of more than 10 consecutive days or more than 10 cumulative days, where a
pattern of behaviors has been identified.

The Provision of FAPE

A district must provide notice when there is any change to the provision of FAPE. FAPE is
what special education services and supports a student requires in order to address
their unique needs. FAPE can never be compromised for LRE, and therefore notice must
be provided. Examples for when a district must issue notice associated with the
provision of FAPE include, but are not limited to:

B any time the contents of an IEP are changed, including changes to services,
transition plans, extended school year services, or a change to the type of,
amount of, or location of the special education and related services to be
provided to the student

B when the IEP Team in a new district determines changes are needed to a
student’s IEP that was developed by a previous district

B when the district initiates the disenrollment of a student who has been receiving
special education programs or services

B the determination of FAPE services associated with disciplinary change of
placement, as determined by the IEP Team
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What Information is Included in Notice?

As required by 34 CFR §300.503(b) notice must include all of the following:

a description of the action proposed or refused by the district
B an explanation of why the district proposes or refuses to take the action

B 3 description of each evaluation procedure, assessment, record, or report the
district used as a basis for the proposed or refused action

B 3 statement that the parent has protection under the procedural safeguards, and,
when not part of an initial evaluation, how a copy of the procedural safeguards
can be obtained

B sources for the parent to contact to obtain assistance in understanding the law

B 3 description of other options that the IEP Team considered and the reasons why
those options were rejected

B 3 description of other factors relevant to the district’s proposal or refusal

According to 34 CFR §300.503(c) notice must be written in clear and understandable
language to the general public and provided in the native language of the parent or
other mode of communication used by the parent.

For parents who use a mode of communication that is not written, such as American
Sign Language (ASL), or Signed Exact English (SEE), the district must take additional steps
to ensure the notice is translated orally or by other means, such as through ASL or SEE,
so the parent understands the content of the notice. In this case, the district must
maintain written evidence that the requirements have been met.

The table below provides structured reference points using specific, quantifiable data.
While no examples are provided in this guidance, the table is intended to support
districts and IEP Teams in understanding how to:

B demonstrate that alternative options were considered during the decision-
making process;

B objectively explain the rationale for not selecting certain proposed changes or
options; and
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B substantiate the decisions documented in the PWN with clear, data-informed

reasoning.

IEP Teams are encouraged to use the structure and intent of the table to guide
documentation practices, ensuring clarity, transparency, and compliance with

procedural requirements.

Reference Table for Supporting PWN Documentation

Component

Purpose

Guiding Questions

Documentation Tips

Proposed Action

Reason for
Proposal

Options
Considered

Reasons for
Rejecting Other
Options

Evaluation
Procedures,
Tests, or
Records Used

Other Relevant
Factors

Clearly state what the
district or IEP Team is
proposing.

Explain the rationale
behind the proposed
action.

Show that alternatives
were explored.

Provide objective
reasoning for not
selecting alternatives.

Identify the sources of
information used in
decision-making.

Note any additional
considerations.

What change or action
is being proposed?

Why is this action
being recommended?
What data supports it?

What other options
were discussed?

Why were the other
options not
appropriate?

What data informed
the decision?

Are there any cultural,
behavioral, or
contextual factors?

Use precise,
measurable language.

Reference relevant
data, assessments, or
observations.

List at least one
alternative and why it
was not chosen.

Focus on student-
specific needs and
data.

Include formal and
informal assessments,
observations, etc.

Include relevant input
from parents, service
providers, etc.
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Additional PWN Documentation Considerations

Option Considered

Reason Not Selected/Refused

Supporting Data/Notes

Move student to a
resource program for
reading instruction

Increase occupational
therapy sessions from
2x/week to 3x/week

Implement alternative
math curriculum

Change classroom
placement to a
different school

Add counseling
sessions

Provide assistive
technology device

Student is making adequate
progress in general education
with supports; resource room
not necessary

Current Occupational Therapy
meets functional needs; no
evidence additional sessions
would improve outcomes

Student responding well to
current program; alternative not
aligned with grade-level
standards

Current placement supports
social and academic needs;
transportation/logistics make
move impractical

Existing counseling frequency
sufficient to address goals; no
behavioral/emotional issues
indicating need for increase

Student’s current supports
adequate; device not necessary
at this time

Reading fluency increased from
80 wpm to 95 wpm over the last
semester; comprehension
scores at 85% on benchmark
assessments

Student achieves 90% of fine
motor goals on weekly OT
progress monitoring; parent and
teacher reports indicate no
functional deficits

Student scored 88% on end-of-
unit math assessments; 92%
accuracy on weekly problem-
solving tasks

Student has 95% attendance
and high engagement in current
classroom; |[EP Team
observation shows positive
social interactions with peers

Counseling logs show student
has met 80% of social-emotional
goals; teacher reports minimal
classroom behavioral incidents
(2 incidents in last quarter)

Student independently
completes 90% of written
assignments without AT
support; teacher feedback
confirms functional access to
classroom materials
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Resources

B Guidance for Timeline for Initial Evaluations

B Guidance for Timeline of Initial Evaluations for Students who are Parentally

Placed in Private Schools

B Special Education Reevaluation Process

Determining a Change of Placement

Consent as Defined in IDEA is the process of obtaining formal permission from
the parent to complete an activity including an evaluation or provision of FAPE.

B The following are model forms for notice:

® Notice of Provision of Services and Programs

® Notice of Provision of Services and Programs - Arabic

® Notice of Provision of Services and Programs - Spanish

® Notice of Cessation of Special Education Programs and Services in
Response to Revocation of Parental Consent
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https://www.michigan.gov/mde/-/media/Project/Websites/mde/specialeducation/eval-eligibility/InitialsGuidance.pdf
https://www.michigan.gov/mde/-/media/Project/Websites/mde/specialeducation/eval-eligibility/InitialEval-ParentallyPlaced-Private.pdf
https://www.michigan.gov/mde/-/media/Project/Websites/mde/specialeducation/eval-eligibility/InitialEval-ParentallyPlaced-Private.pdf
https://www.michigan.gov/mde/-/media/Project/Websites/mde/specialeducation/eval-eligibility/SpecialEducation_ReevaluationProcess.pdf
https://www.michigan.gov/mde/-/media/Project/Websites/mde/specialeducation/discipline/DeterminingCOP.pdf
https://www.michigan.gov/mde/-/media/Project/Websites/mde/specialeducation/notice-consent/Consent_IDEA.pdf
https://www.michigan.gov/mde/-/media/Project/Websites/mde/specialeducation/iep/Notice_ModelForm.pdf
https://www.michigan.gov/mde/-/media/Project/Websites/mde/specialeducation/iep/Notice_ModelForm_Arabic.pdf
https://www.michigan.gov/mde/-/media/Project/Websites/mde/specialeducation/iep/Notice_ModelForm_Spanish.pdf
https://www.michigan.gov/mde/-/media/Project/Websites/mde/specialeducation/notice-consent/Notice_Cessation_Form.pdf
https://www.michigan.gov/mde/-/media/Project/Websites/mde/specialeducation/notice-consent/Notice_Cessation_Form.pdf
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