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It can be helpful to keep a journal or log of your 
communications with the school. After you speak to 
someone, you might want to send an email or letter to the 
school, summarizing what was discussed. This will give you 
a record of your discussions. This will also give school staff 
the chance to revisit an issue with you if they understood 
your discussion to be different than how you summarized it. 
Communication problems can be avoided this way.

The Pennsylvania Training & Technical Assistance 
Network (PaTTAN) has prepared a “Considerations 
Worksheet”. This worksheet may be helpful in assisting you in 
organizing your concerns.  See Appendix A. 

B. Meet with the Director of Special Education

You may want to meet with the Special Education Director to talk about
your concerns. If you want to, you can send a letter to him or her before the
meeting, so that he or she has an idea of what you want to talk about. If there
is a document which you think is important to the discussion, you can include
it in your letter. Be willing to listen to what the Special Education Director has
to say. Many times you can resolve the problem together.





http://www.thearcpa.org/
http://odr-pa.org/parents/consultline
http://www.disabilityrightspa.org/


http://www.huneinc.org/
http://www.missionempower.org/


http://www.odr-pa.org/
http://www.pealcenter.org/
http://www.pabar.org/
http://www.pattan.net/


http://www.pilcop.org/
https://www.pattan.net/about-us/partners/state-task-force/
https://www.pattan.net/about-us/partners/state-task-force/


http://www.pattan.net/
http://odr-pa.org/parents/parent-resource-library/


http://odr-pa.org/alternative-dispute-resolution/iep-facilitation
http://odr-pa.org/wp-content/uploads/pdf/Prep-your-IEP.pdf
http://odr-pa.org/alternative-dispute-resolution/iep-facilitation/


http://odr-pa.org/mediation/overview/
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I. File a Complaint with the PA Department of Education:  Office of Child 
Development and Early Learning (OCDEL) or Bureau of Special 
Education (BSE) 

You can file a complaint with the Department of Education if you believe that 
your child is not receiving the services listed on the Individualized Family 
Services Plan (IFSP)/Individualized Education Program (IEP). You may also 
file a complaint with the Department of Education if you believe that 
technical requirements, like a timeline, are not being followed. Where you file 
a complaint depends on the age of your child.  This type of complaint is 
different from a due process hearing complaint/request for a hearing 
discussed later on, and is handled differently. 

If your child is an infant/toddler or of preschool age: 

You may file a complaint with the Office of Child Development and Early 
Learning (OCDEL) at 717-346-9320. 

If your child is of school age: 

You may file a complaint (http://odr-pa.org/parents/state-complaint-
process) with the Pennsylvania Department of Education’s Bureau of Special 
Education- Division of Compliance (DOC) at 717-783-6913. 

Generally you are required to file a complaint of this type within one 
year of the violation. 

http://odr-pa.org/parents/state-complaint-process




















http://www.wrightslaw.com/
http://odr-pa.org/parents/parent-resource-library


http://www.ed.gov/
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The state counterpart to Section 504 is also found in the Pennsylvania Code, at 
Chapter 15.  You will hear people refer to the state regulations as “Chapter 
15”.  Chapter 15 does not apply to students who attend a charter school; 
however, charter schools are required to adhere to Section 504. 

 
The state regulations are found in Appendix G (Chapter 14), 
Appendix H (Chapter 711) and Appendix I (Chapter 15). 

 
The state regulations can also be found online at the 
Pennsylvania Code.  
http://www.pacode.com/secure/data/022/022toc.html 

The Pennsylvania Bureau of Special Education has developed a 
list of Questions and Answers about Chapter 14.  They can be 
found on the Legal Resources section of the PaTTAN website. 
http://www.pattan.net/ 

http://www.pacode.com/secure/data/022/022toc.html
http://www.pattan.net/category/Resources/PaTTAN%20Publications/Browse/Single/?id=5b4caf3a140ba000548b4616
http://www.pattan.net/category/Resources/PaTTAN%20Publications/Browse/Single/?id=5b4caf3a140ba000548b4616




http://odr-pa.org/due-process/hearing-officer-decision/
http://odr-pa.org/subscribe-to-odr/








http://odr-pa.org/parents/procedural-safeguard-notice/










http://odr-pa.org/due-process/hearing-officers/




http://odr-pa.org/due-process/overview/
http://odr-pa.org/due-process/hearing-procedures/
http://odr-pa.org/parents/procedural-safeguard-notice/
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Part Three: Due Process 
Procedures 

This section provides 
detailed information 
on due process 
procedures.  

Starting with a general 
overview of a hearing, 
and then moving into 
requesting due 
process, this section 
provides a step-by-
step guide on due 
process hearing 
procedures. 

Although objections 
and motions are part 
of due process 
procedures, they are 
addressed in separate 
sections: Parts IV 
(Objections) and V 
(Motions). 
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Due Process Procedures 

Here is a flowchart that lists each step of the process. Each section will be 
explained in full below. 

 

Complete the Due 
Process Complaint Send Complaint Review Information 

from ODR

Respond to any 
Sufficiency 

Challenges to 
Complaint

Review school's 
Answer to your 

Complaint

Meet Resolution 
Meeting 

Requirements

Become familiar with 
Hearing Officer 

PreHearing 
Directions

Understand timelines 
and decision due 

date

Disclose evidence 
and witnesses to the 

school

Request subpoenas 
(if necessary) Mark exhibits Copy exhibits

Organize exhibits for 
hearing

Determine Joint 
exhibits

Object to the 
school's witnesses or 

exhibits 
Prepare for Hearing











http://odr-pa.org/odr-request-forms/






mailto:odr@odr-pa.org
http://odr-pa.org/odr-request-forms/




























http://odr-pa.org/alternative-dispute-resolution/resolution-meeting-facilitation/
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access to exhibits or for the accommodation of a disability. 
Hearing officers will address attendees, as necessary,  
regarding decorum during the hearing. 

C. Reduction of Unnecessary/Repetitive Evidence 

The hearing officers’ Prehearing Directions address the reduction of 
unnecessary and repetitive evidence (See Appendix T at #11).  The 
Directions say: 

The timely completion of due process hearings is not only 
required by the law, but in practical terms is best for the  
student, family and educators. Therefore, every attempt  
will be made to conclude hearings within two full days. It  
is the intent of the hearing officers that hearings will  
extend no longer than four full days. Additionally, specific  
time allotments for various categories of witnesses may be 
applied to promote efficiency in testimony. 

A hearing officer, in his or her discretion or at the request  
of a party, may hold a pre-hearing conference in advance  
of the first session of a hearing. 

Regardless of whether or not a pre-hearing conference is  
held, in the parties’ opening statements on the record, the  
parties will state the exact issue(s) to be decided by the  
hearing officer.  After the opening statements, the hearing  
officer will re-state the issues precisely on the record,  
seeking confirmation from the parties of issues(s) to be  
decided at the hearing. The hearing officer’s re-statement  
of the issues on the record will govern the scope of the  
hearing and the evidence to be presented and will shape  
the hearing officer’s written decision. 
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Step 8:   
Understand Timelines and the Decision Due Date 

Timelines differ depending on the type of due process hearing: 

IDEA cases - Parent requests due process 

The IDEA law states that parent-initiated due process cases will be resolved 
completely no later than 75 days after the complaint is filed. There is an 
exception to this, however.  Either you or the school may ask that the hearing 
officer extend this 75-day timeline. 

The 75-day calculation is figured this way: 

30 days for the resolution period 
+ 
45 days for the hearing to take place and the decision written 
= 
75 days 

The decision due date is the date the hearing officer will distribute his or her 
decision, and the due process case will be closed.  

IDEA cases - School requests due process 

The IDEA law states that school-initiated due process cases will be resolved 
completely no later than 45 days after the complaint notice is filed. There is an 
exception to this, however.  Either you or the school may ask the hearing 
officer to extend this 45-day timeline. 

Because school-initiated requests do not have a 30-day resolution period, a 
shorter time is given to complete the actual hearing and allow the hearing 
officer time to write his or her decision.   
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Send a copy of this letter to the school’s attorney. 

Follow the same general process if you need a subpoena to get records for the 
hearing that have not been provided.  Send a letter to the hearing officer 
asking for a subpoena, and include this information: 

 The document(s) you are trying to get 

 Why it is important to your case to have this document(s) 

 It is also helpful to provide your efforts to get the document(s) without 
the need for a subpoena 

Send a copy of this letter to the school’s attorney. 

The hearing officer will determine if the presence of the witness or document 
is necessary or not. 

You will be responsible for delivering the subpoena to the individual.  The 
hearing officer will not send the subpoena directly to the individual.  It will be 
sent to you. 

If you are having trouble getting copies of your child’s 
educational records from the school, you do not have to 
request a subpoena.  Contact the school’s attorney and the 
hearing officer and explain the difficulties you are having in 
getting your child’s records.   
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These directions are intended to apply to duplicates of the same 
document.  If you and/or the school attorney believe that there is a 
material (significant) difference in any of the exhibits of record that is 
important for the hearing officer to know about, then you and the school 
may use your own (duplicative) copy of the exhibit at the hearing. 
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Checking In… 

So far, the following things have occurred: 

 A complaint was filed by either you or the school. 

 A sufficiency challenge was filed, if needed. 

 The hearing officer has ruled on the sufficiency challenge. 

 Whoever did not file the complaint, has filed an Answer to the 
complaint.   

 A resolution meeting was held (or waived, or mediation used instead of 
the resolution meeting) if you, as parent, filed the complaint. 

 You and the school have exchanged your 2/5-day disclosure lists. 

 You have marked and copied the four copies of your exhibits. 

 You have talked with the school attorney about joint exhibits. 

 You have gathered your four copies of your exhibits and considered 
putting them in individual binders. 

 You have reviewed the school’s 2/5-day disclosure lists to see if you 
have any objections to its witnesses and/or exhibits. 

 You and the school’s attorney have either exchanged copies of your 
exhibits, or will do so at the first hearing. 
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 Explain the theory of your case (what you believe the situation is, and 
what you believe the situation should be). 

 End by explaining the remedy or outcome you seek. 

(Mauet, 1980) 

Example Format for Opening Statements 

Here is one format you may want to follow.  You are not required to use it, but 
this gives you an idea of how to structure your opening statement: 

• Introduction: 

“Hearing Officer [Name]:  My name is Beth Jones, and I am the parent of 
Connor Jones, a 5th grade student in [school district].” 

• Short description of the relevant facts about your child and why you 
requested due process: 

“I requested a due process hearing because I have concerns about my 
son’s reading program. Connor has been identified as having a specific 
learning disability in reading.  He has been doing very well in school 
until this year….”  

• Explain what you believe has occurred. 

• Explain what you believe the evidence will show: 

 “The November 2007 IEP indicates that….. “ 

• What you are seeking: 

“What I am asking you to do is to……” 

“Thank you.” 
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Order of Witnesses at Hearing 

Look at your list of witnesses in your 2/5-day disclosure letter. You will need 
to decide in what order you want to present your case.  

• What makes logical sense?   

• What witness should testify first?   

• Are there any scheduling problems with any witness? If so, witnesses 
may have to go out of the order you would have preferred. However, 
this should not be of concern since hearing officers routinely deal with 
such scheduling challenges and the resulting need to change the order 
of witness.  Therefore, the hearing officer will be able to understand 
your evidence even if witnesses are out of the order you would have 
preferred.  

• What do you want each witness to establish?   

• Are there certain exhibits that you want a witness to testify about? 
Include that in your notes so that you do not forget. 

Your Testimony at Hearing 

You may want to be a witness at the hearing. Normally witnesses have to be 
asked questions, which they answer. Because you do not have your own 
attorney to ask you questions, you are permitted to give a statement instead. 
You will be sworn in by the court reporter, like every other witness, asked to 
swear or affirm that you will tell the truth. You will then be given the 
opportunity to testify.  You will then be asked questions by the school’s 
attorney and maybe by the hearing officer. 

You may write out your testimony and refer to it, or even read it, if that makes 
you more comfortable. 
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Final Hearing Preparation 

Double-check the date, time, and location of the hearing. 

Confirm with your witnesses that they know the date, time, and location of the 
hearing. 

Make sure your witnesses will be available all day for the hearing. If they are 
not, work out the time they will be available with the hearing officer and the 
school attorney so the hearing will run smoothly and your witness will be able 
to testify.  

Let your witness know what to expect. Explain to them that they will be under 
oath and will need to answer questions truthfully. Make them aware that the 
district will be allowed to ask them questions when you are done questioning 
them. Let them know that the hearing officer may ask them questions too.  

If it is important to you, confirm in advance arrangements for 
beverages/water during the hearing, the arrangements for lunch or dinner 
depending on the hearing time, and anything of a special nature you or anyone 
attending on your behalf may require. 

Pack items that will make you more comfortable (coffee, water, snacks for 
breaks, lunch). Either bring your lunch or have cash available for lunch. There 
may not be refrigeration available for your lunch, so take that into 
consideration.  

Arrange for time off from work. 

Arrange for child care or transportation, if needed. 

There is no dress code for hearings, but because it is a legal proceeding, it is 
not recommended that you dress too casually (shorts, flip flops, etc.). 



http://odr-pa.org/due-process/hearing-procedures/
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When this is the situation, the hearing officer may respond in several 
different ways: 

 The hearing officer may reschedule the hearing to a time when 
your witnesses are available.   

 The hearing officer may permit telephone testimony at the 
hearing instead of having your witness actually attend the 
hearing. 

 The hearing officer may direct that a deposition of your witness 
take place instead of having your witness actually attend the 
hearing. Although this is an exception in due process hearings, at 
deposition, witnesses may testify before a court reporter and 
representatives from both sides, with the transcript then 
submitted to the hearing officer.  (See Step 18) 

  It may also be possible in the case of an expert witness to submit 
his or her expert report into the record, rather than having the 
expert testify in person at the hearing. See Page 133-134. 
 

10. “I had a sudden emergency (illness, accident, etc.).” 

Contact the hearing officer and the school as soon as possible after an 
emergency occurs so that everyone is notified in a timely way that you 
cannot attend the hearing.  

11.  “The school and I are trying to resolve (settle) the case, but we need a    
   little more time to talk.” 

If you and the school are trying to resolve the case without going to a 
hearing, but need a little more time in which to talk, alert the hearing 
officer to this. The hearing officer may be willing to grant a short delay 
of the proceedings to allow time to see if agreement can be reached 
and the hearing request withdrawn.  









http://odr-pa.org/odr-training-videos/
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Objections are oral or 
written challenges to 
witnesses and evidence 
presented by a party. 
Either the parent or the 
school may object to the 
other’s evidence. This 
section lists the most 
common objections and 
provides a brief 
explanation of each. 

Part Four: Objections 



http://www.pacode.com/secure/data/225/225toc.html
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Motions are written or 
oral requests to the 
hearing officer asking 
that certain actions 
occur. This section 
discusses the most 
common types of 
motions, and the 
procedures to follow. 

Part Five: Motions 
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General Information on Motions 

Motions may be filed by either party. 

A copy of a written motion must be provided to the other side at the same 
time it is sent to or otherwise provided to the hearing officer. 

Motions may be directed to the hearing officer at any time during the process.  

The hearing officer will decide (or rule on) the motion. 

Not all motions are written; some motions are oral. The complexity of the 
subject matter of the motion usually determines whether it makes more sense 
to put the motion in writing, or to present it to the hearing officer orally. 
Personal preference can also determine whether the motion is written or oral. 
If the motion addresses complicated legal issues, a written motion is probably 
a good idea to be certain that all of the points you want to make are listed. If 
the motion is fairly straightforward, then an oral motion may be more 
appropriate.  Also, an unexpected issue may arise at the hearing, so that it is 
impossible to know that a motion needs to be prepared. There are two 
possible solutions: 

1.  An oral motion is made at the hearing; or 

2. Depending on whether this works time-wise and the hearing officer 
allows it, a request can be made to be given time to prepare a written 
motion. This is usually only necessary when the issues are complex.  

 There are no hard and fast rules about whether a motion should be in writing 
or presented orally. 

Types of Motions  

Motion to Limit Issues: The hearing officer will hear evidence on two types 
of issues:  
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1.  The issues the hearing officer identifies at the beginning of the hearing 
after listening to the opening statements; 

2. The issues which are within the hearing officer’s jurisdiction. 

If either you or the school attempts to address issues other than these two, a 
motion to limit issues might be made. (Or, instead, an objection may be raised; 
see Part Four on Objections.) 

Example:  At the first hearing, it is agreed that the only issue will be your 
child’s math program. If you ask questions about your child’s reading 
program, which has no connection to the math program issue, the school 
attorney may ask the hearing officer to prevent you from doing that. 

Example:  The complaint raises child custody issues. Hearing officers do not 
decide custody issues. A motion may be filed by the school to ensure that 
this issue is not part of the case.  

When preparing your complaint, make sure that 1) the issues 
you raise can be decided by the hearing officer; and 2) that 
you raise all of your issues at that time, to be certain that they 
will be heard together. 

Motion for Reconsideration:  A motion for reconsideration is exactly what it 
sounds like. The hearing officer has ruled on (made a decision on) a motion 
during the hearing. One of the parties, usually the one who filed the motion, 
disagrees with the hearing officer’s decision and asks that he or she 
reconsider the decision. A motion for reconsideration should only be filed if 
you believe that the hearing officer missed a critical fact or point of law. A 
motion for reconsideration should not be filed simply because you disagree 
with the hearing officer’s decision on the motion.  However, motions for 
reconsideration of final hearing officer decisions at the conclusion of the case 
will not be considered.  





http://odr-pa.org/wp-content/uploads/pdf/PA-Standards-of-Conduct-for-Hearing-Officers.pdf
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anything beyond what is already in the report, it does not make sense to take 
this time to have him or her do so, when the hearing officer can read the 
expert report on their own.  In other words, “the document speaks for itself”.  
It is not acceptable to have an expert essentially read his or her report into the 
record.  

Other times, however, the expert may need to explain certain portions of his 
or her report. In other words, the expert’s testimony is going to go beyond 
simply reading what he or she has written in the report.  This is acceptable.  

So, your expert’s testimony will be handled in one of two ways: 

1.  Your expert has nothing to add beyond what is already written down in 
his or her report.  The report itself will serve as the expert’s direct 
examination testimony. The school’s attorney will be permitted to cross 
examine the expert.  You will then have the opportunity to ask questions 
on re-direct examination. (See Pages 137-138) for information on 
direct/cross/re-direct examination).  You will then tell the hearing 
officer that you want the expert report to be an exhibit.                  

OR 

2. There are areas of the report that your expert would like to explain or 
elaborate on.  You will ask questions of your expert about these areas 
only. Therefore, the expert’s direct testimony will consist of 1) what is 
written in the report; and 2) what he or she testifies to in response to 
your questioning.  The school’s attorney will be permitted to cross 
examine the expert. You will then have the opportunity to ask questions 
on re-direct examination. (See Pages 137-138) for information on 
direct/cross/re-direct examination).  You will then tell the hearing 
officer that you want the expert report to be an exhibit.  







https://www.cadreworks.org/sites/default/files/resources/OSEP%20Part-B-Self-Assessment.pdf
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Checking In… 
 On the day of the hearing, make sure you have all of your exhibits, the 
notice of hearing, your own notes, and anything you might need during 
the day (beverages, snacks, etc.) 

 Check your messages before leaving for the hearing to make sure 
nothing has been delayed or cancelled. 

 Be prepared to give an opening statement that addresses the specific 
issues to be resolved and how you would like the hearing officer to rule.  

 When questioning a witness, understand how the presentation of a 
witness’ testimony usually proceeds. This includes direct examination, 
cross examination, re-direct examination, and usually re-cross 
examination. 

 The school attorney may ask you for an offer of proof.  If this happens, 
you will need to explain to the hearing officer why you are proceeding 
the way you are.  You can also ask for an offer of proof if you have 
concerns about the opposing party’s witnesses or exhibits. 

 Determine how your expert’s testimony will be presented. 

 Have your closing arguments prepared so that you can provide them to 
the hearing officer in the manner he or she chooses. 

 If you are dissatisfied with the hearing officer’s decision, and believe that 
legal errors have been made, you may appeal the decision in court. 
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Conclusion 

Clearly, proceeding to a due process hearing is not a decision to be taken 
lightly. Indeed, there are several avenues that can be pursued before that 
option. Nevertheless, if you decide that a due process hearing is the only 
alternative, this Guide supplemented by other resources provided in the 
Appendices should provide you with a good foundation for proceeding pro se. 
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Expedited hearing:  a special education hearing that takes place within a 
much shorter timeline due to a disagreement with a disciplinary or extended 
school year decision   

Expert reports: a report written by an expert that includes the expert’s 
opinion and is used as evidence in the due process hearing 

Expert witness:  a person with specialized knowledge about a subject who 
testifies about his or her opinion about a matter 

Extended school year:  the delivery of special education and related services 
during summer vacation or other extended periods when school is not in 
session 

Free Appropriate Public Education (FAPE):  a federal mandate that 
requires all children with disabilities to receive appropriate educational 
programs, tailored to their unique needs, from which they receive educational 
benefit at no cost to families  

Generally Applicable Pre-Hearing Directions:  a document prepared by the 
hearing officers which explains their generally accepted procedures to follow 
at a hearing  

Gifted Individualized Education Program:  a written statement of a gifted 
child’s current level of educational performance and of the child’s 
individualized plan of instruction 

Hearing officer:  a trained and impartial individual who conducts a due 
process hearing 

Hearing officer decision:  the document a hearing officer writes after the 
hearing is completed outlining the case and the hearing officer’s legal 
conclusion 

Hearsay:  statements made by a person at some point other than at the 
hearing and presented at the hearing to prove the truth of the statement made 



















https://www.pattan.net/getmedia/da01570c-65aa-4b13-b5d5-de8cdf7fbcf4/Education_ABCs_0117
http://odr-pa.org/wp-content/uploads/pdf/IEP-Facilitation-Brochure-English.pdf
http://odr-pa.org/wp-content/uploads/pdf/IEP-Facilitation-Brochure-English.pdf
http://odr-pa.org/wp-content/uploads/pdf/IEP-Facilitation-Request-Form.pdf
http://odr-pa.org/wp-content/uploads/pdf/IEP-Facilitation-Request-Form.pdf
http://odr-pa.org/wp-content/uploads/pdf/medguide.pdf
http://odr-pa.org/wp-content/uploads/pdf/medguide.pdf
http://odr-pa.org/wp-content/uploads/pdf/Stay-Put-Procedures.pdf
http://odr-pa.org/wp-content/uploads/pdf/Stay-Put-Procedures.pdf
http://odr-pa.org/wp-content/uploads/pdf/FAQs_pendency.pdf
http://odr-pa.org/wp-content/uploads/pdf/Mediation-Request-Form.pdf
https://sites.ed.gov/idea/statuteregulations/#regulations
http://www2.ed.gov/policy/rights/reg/ocr/edlite-34cfr104.html
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Appendix G: Chapter 14 State Regulations 

Chapter 14 State Regulations 

Appendix H: Chapter 711 State Regulations 

Chapter 711 State Regulations 

Appendix I: Chapter 15 State Regulations 

Chapter 15 State Regulations 

Appendix J: Board of Education v. Rowley, 458 U.S. 176 
(1982)

"ÏÁÒÄ ÏÆ %ÄÕÃÁÔÉÏÎ ÖȢ 2Ï×ÌÅÙ $ÅÃÉÓÉÏÎ

Appendix K: Polk v. Central Susquehanna Intermediate Unit, 
853 F. 2d 171 (3d Cir. 1988)

0ÏÌË ÖȢ #ÅÎÔÒÁÌ 3ÕÓÑÕÅÈÁÎÎÁ )ÎÔÅÒÍÅÄÉÁÔÅ 5ÎÉÔ $ÅÃÉÓÉÏÎ

Appendix L: Ridgewood Board of Education v. N.E., 172 F. 3d 
238 (3d Cir. 1999)

2ÉÄÇÅ×ÏÏÄ "ÏÁÒÄ ÏÆ %ÄÕÃÁÔÉÏÎ ÖȢ .Ȣ%Ȣ $ÅÃÉÓÉÏÎ

http://www.pacode.com/secure/data/022/chapter14/chap14toc.html
http://www.pacode.com/secure/data/022/chapter711/chap711toc.html
http://www.pacode.com/secure/data/022/chapter15/chap15toc.html
https://supreme.justia.com/cases/federal/us/458/176/
https://law.justia.com/cases/federal/appellate-courts/F2/853/171/121550
https://law.justia.com/cases/federal/appellate-courts/F3/172/238/599814












https://odr-pa.org/wp-content/uploads/pdf/Due-Process-Request-Form.pdf
http://odr-pa.org/wp-content/uploads/pdf/Due-Process-Request-Form.pdf


http://www.odr-pa.org/


http://odr-pa.org/wp-content/uploads/pdf/Due-Process-Fact-Sheet-English.pdf
http://odr-pa.org/wp-content/uploads/pdf/Due-Process-Fact-Sheet-English.pdf
http://odr-pa.org/wp-content/uploads/pdf/medguide.pdf
http://odr-pa.org/wp-content/uploads/pdf/medguide.pdf
http://odr-pa.org/wp-content/uploads/pdf/Expedited_Fact_Sheet.pdf
http://odr-pa.org/wp-content/uploads/pdf/Expedited_Fact_Sheet.pdf


Understanding Special Education Due Process Hearings 

A Guide for Parents 

 
The Office for Dispute Resolution 

Appendix S:  Resolution Meeting Data Form 

Resolution Meeting Data Sheet 

Instructions: 

The Bureau of Special Education (BSE) and the Bureau of Early Intervention 
Services (BEIS) have general supervisory authority for enforcement of the 
Individuals with Disabilities Education Act (IDEA), including the Act’s resolution 
meeting requirements. As part of that responsibility, these Bureaus monitor the 
Preschool Early Intervention Program/LEA’s compliance with all statutory 
requirements pertaining to the resolution meeting process through review of 
the information provided on this form.   

In addition to the Bureau’s use of this data for compliance purposes, The Office 
for Dispute Resolution (ODR) requires the information for federally-mandated 
statistical compilation, and the hearing officer requires the information for 
timeline purposes. Therefore, for all three reasons, it is essential that the LEA 
complete and return this form in accordance with timeframes set forth within 
the document. Late submission of the form may result in the Preschool Early 
Intervention Program/LEA being contacted by BSE or BEIS. After the form is 
completed, please email it to the Office for Dispute Resolution; the hearing 
officer; and the parent or counsel.  

The Resolution Meeting Data Sheet applies only to parent-initiated due process 
hearings under IDEA. LEA-initiated hearings and hearings pertaining solely to 
Chapters 15 and 16 of the regulations do not have resolution meeting 
requirements.  

*** 
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by both parties, but in no event will the form be returned later than 
three (3) business days following the expiration of the 30-day 
resolution period.  

2. Please answer these questions if the resolution meeting was not held.

The resolution meeting was not held for this reason:

Both parties agreed in writing to waive the resolution meeting 

on 

You have completed the form. Please sign and return the form to ODR, 
the hearing officer, and parent or counsel within three (3) business 
days of the waiver date.  

Parent withdrew the request for due process. 

You have completed the form. Please sign and return the form to ODR, 
the hearing officer, and parent or counsel within three (3) business 
days of the parent’s withdrawal. 

The case settled prior to the expiration of the 15-day time period. 

You have completed the form. Please sign and return the form to 
ODR,the hearing officer, and the parent or counsel within three (3) 
business days of the settlement date.  

The 30-day resolution period has ended; parent(s) has declined to  participate in 
the resolution meeting after reasonable efforts have been made and 
documented in accordance with 34 CFR § 300.322 (d). 

You have completed the form. Please sign and return the form to ODR, 
the hearing officer, and the parent or counsel within three (3) business 
days following the expiration of the 30-day resolution period.  

The parties chose mediation in lieu of the resolution meeting. 

Proceed to question 3. 











https://odr-pa.org/wp-content/uploads/pdf/Prehearing-Directions-Plain-Writing-Act-Version-English.pdf
https://odr-pa.org/wp-content/uploads/pdf/Prehearing-Directions.pdf
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Appendix W:  Example of Cover Sheet for Exhibit Notebook 

Parent Exhibits 
Student Last Name/School District 

Tab     Exhibit # Exhibit Name 

1   P-1 Letter from [teacher’s name] to [parent’s name] dated  

10/21/2006 

2 P-2 Report card dated 11/21/06 

3 P-3 Evaluation by [expert’s name] dated 12/30/06 

4 P-4 Homework samples August 2006-December 2006 

5 P-5 Letter from [parent’s name] to School dated January, 2,  2007 

6 P-6 NOREP dated January 2007 

7 P-7 IEP developed January 2007 

8 P-8 Homework samples January 2007-June 2007 

9 P-9 Letter from [teacher’s name] to [parent’s name] dated       

         3/10/07 

10 P-10 Final report card June 2007 











https://www.supremecourt.gov/opinions/16pdf/15-827_0pm1.pdf
https://www.supremecourt.gov/opinions/16pdf/15-497_p8k0.pdf
http://odr-pa.org/alternative-dispute-resolution/hearing-officer-settlement-conference/


https://www.pattan.net/parent-information/
http://www.cadreworks.org/
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Appendix A. PaTTAN “Considerations Worksheet” 

Appendix B.  Educational ABCs 

Appendix C.  IEP Facilitation Information 

Appendix D.  Mediation Information 

Appendix E.  IDEA Regulations 

Appendix F.  Section 504 Regulations 

Appendix G.  Chapter 14 State Regulations 

Appendix H. Chapter 711 State Regulations 

Appendix I.   Chapter 15 State Regulations 

Appendix J.   Board of Education v. Rowley, 458 U.S. 176 (1982) 

Appendix K. Polk v. Central Susquehanna Intermediate Unit, 853 F. 2d 
171 (3d Cir. 1988) 

Appendix L.  Ridgewood Board of Education v. N. E., 172 F. 3d 238 (3d 
Cir. 1999)   

Appendix M. Sample Due Process Complaint   

Appendix N.  Blank Due Process Complaint  

Appendix O.  Resolution Meeting Options Sheet 

Appendix P.  Due Process Fact Sheet 

Appendix Q.  Guide to Mediation 

Appendix R.  Expedited Fact Sheet 
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OFFICE FOR DISPUTE RESOLUTION 
6340 Flank Drive 

Harrisburg, PA 17112-2764 
(800) 222-3353 (717) 901-2145

TTY USERS: PA Relay 711
www.odr-pa.org 

http://www.odr-pa.org/
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