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Chapter 10, Section 3  Prior Written Notice 
Prior written notice (PWN) is the act of informing a parent/adult student, in writing within a 
reasonable amount of time, before the district proposes or refuses to initiate or change the 
student’s identification, the evaluation, educational placement, or provision of FAPE.  PWN 
serves two purposes:  

1. To provide the parent/adult student with enough information so that he or she is able 
to fully understand the district’s proposed action(s) or refused action(s) and to make 
informed decisions, if necessary; and  

2. To provide a framework for data-based discussion and problem solving. 
 

A. Content of Prior Written Notice 
PWN must include the following: 

1. A description of the action proposed or refused by the district; 
2. An explanation of why the district proposes or refuses to take the action; 
3. A description of each evaluation procedure, assessment, record, or report that the 

district used as a basis for the proposed or refused action; 
4. A description of other options the IEP Team considered and the reasons why those 

options were rejected; 
5. A description of other factors relevant to the district’s proposal or refusal; 
6. A statement that the parent/adult student has protection under the procedural 

safeguards, and if notice is not an initial referral for evaluation, a description of how to 
obtain a copy of the Procedural Safeguards Notice; and 

7. Sources to contact in obtaining assistance in understanding their Procedural Safeguards 
Notice. 
 

B. Timeline for the Provision of Prior Written Notice 
PWN must be provided to the parent or adult student five days prior to implementing the 
proposed action or within five days of the refusal.  This requirement does not apply to notice of 
disciplinary removals, which must be provided on the same day as the decision to remove the 
student is made. 
 
Chapter 3, Section 2.B  Reevaluation 
If the IEP Team decides that no additional assessments are needed to determine the 
educational needs of the student and whether the student continues to be a student in need of 
special education, the district must provide PWN to the parent/adult student of that 
determination and the reasons for the determination and of his or her right to request an 
assessment for this purpose.   
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PWN must be provided to the parent/adult student if the student is exiting special education 
due to graduation with a standard high school diploma. 

Chapter 3, Section 2.D  Parental Request for Additional Evaluation 
If the parent/adult student requests an additional assessment for reasons other than the 
determination of educational needs or eligibility, such as admission to college, the district is not 
obligated to conduct the evaluation but must consider the request and provide PWN of the 
district’s response to the request. 
 
Chapter 5, Section 1.B  Team Decision Making 
If the parent or adult student and other IEP Team members cannot reach consensus regarding 
an IEP decision, then the district representative on the IEP Team must make the decision and 
provide PWN of the decision to the parent or adult student at the conclusion of the meeting 
and prior to implementing the IEP.  The parent or adult student may exercise their right to 
mediation or a due process hearing regarding the decision (Refer to Chapter 11). 
 

Chapter 5, Section 1.C  Scheduling IEP Meetings 
An IEP meeting must be convened within twenty-one days of receipt of written request by any 
member including the parent or adult student. However, if the district refuses a parent’s or 
adult student’s request to convene a meeting, it must provide PWN to the parent or adult 
student within five days of its refusal.  
 
Chapter 5, Section 1.F  Invitation to IEP Team Meetings 
The district must:  If the parent refuses to attend or the district cannot convince the parent to 
attend, conduct the IEP Team meeting and provide prior written notice of the decisions made.  
 
Chapter 5, Section 2.K  Consent for Initial Placement and Revoking Consent 
Prior written notice and informed consent are required for the initial provision of special 
education and related services as described in the IEP.  
When a parent/adult student refuses to respond to a request for or refuses consent to the 
initial provision of special education and related services or revokes consent for continued 
special education and related services: 
1. The district must provide PWN containing all the required content of PWN and must fully 
inform the parent of the reasons the district believes the student should receive special 
education and the potential consequences of refusing services, such as implications for student 
achievement, graduation, discipline protections and transition to post school outcomes. 
 
Chapter 5, Section 2.L  Parent or Adult Student Objection to a Subsequent IEP 
If, however, the IEP Team and parent/adult student disagree regarding IEP provisions, the 
district provides PWN of the proposed or refused changes.  
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Chapter 5, Section 2.M  Following the Meeting 
At the conclusion of the IEP Team meeting, prior written notice and a copy of the IEP must be 
provided to the parent /adult student. Prior to the initiation of services, the district must ensure 
that the student’s IEP is accessible to each service provider who is responsible for its 
implementation, including but not limited to each general education teacher, special education 
teacher, related service provider and other providers. In addition, each teacher and provider 
must be informed of his or her specific responsibilities related to implementing the student’s 
IEP and the specific accommodations, modifications and supports that must be provided for the 
student in accordance with the IEP. 
 
Chapter 5, Section 3.C   Other IEP Reviews 
If the district refuses to convene an IEP meeting requested by the parent or adult student, the 
district must provide PWN to the parent/adult student, including an explanation of why the 
district has determined the meeting is unnecessary.  
 
Chapter 7  Discipline 
PWN issues with regard to discipline will be discussed in the discipline module. 

Chapter 11  Dispute Resolution 
PWN issues with regard to Dispute Resolution will be discussed in that module. 
 


