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Policies and Procedures in Special Education 

 

Background  

 

 Title 511 Article 7 Rules 32-49 outline special education rules that schools and districts are required to implement and 

follow.  Article 7 also mandates that schools and districts establish, maintain, and implement written policies and 

procedures related to specific topics including: medication administration, notice of procedural safeguards, 

confidentiality safeguards, educational surrogate parents, child find, educational evaluations, local procedures and 

training, least restrictive environment and the delivery of special education and related services, and transition from 

early intervention services (Part C) to early childhood special education (Part B). 

 Local policies and procedures provide guidance regarding the school district’s interpretation and implementation of the 

state requirements included in Article 7.  

 A policy is a written position statement that guides the operations and functioning of an organization, such as a school 

or district.  It is defined as a reflection of an organization’s intended course of action that states objectives to guide 

practices toward desired outcomes (Gottfried, Ikemoto, Orr, & Lemke, 2011; Page, 2002). 

 Procedures are the methods used to achieve the organization’s intended outcomes, and they include the steps needed 

to perform the expected course of action stated in the policy (Page, 2002).  Procedures outline the steps in a given 

process, for example referral for evaluation, as well as the sequence of actions and responsibility of staff.  

 

 

 

Benefits  

 

 Policies and procedures are tools that support consistency and accuracy within a district by clarifying intentions and 

establishing specific steps to meet intended goals. In effect, this assists the school in meeting its intended outcomes.   

 Documented policies and procedures establish clear communication among all stakeholders, guide decision making, and 

ensure consistency and objectivity in practices.  One example is local procedures for evaluation and eligibility 

determination which increases consistency across staff, school buildings, and teams of educators. 

 Policies and procedures provide a framework for decision-making.  In addition, policies and procedures also function as 

a training resource for schools, and they can be used to monitor compliance with regulations.     
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The Connection to Practice  

 

 Policies guide decisions, while procedures guide actions. 

 Policies are more general and leave more room for administrative discretion, while procedures are detailed and 

sequential.   

 Policies are generally determined by administration and school board, while procedures are often written by 

administrators and staff who perform the specific tasks and activities. Policies are more constant, but procedures should 

change with operational need, school culture and technological advances.   

 Policies and procedures should be clearly stated, concise, and explicit. 

 All stakeholder views should be considered in policy and procedure development and the impact on stakeholders should 

be considered as a part of the development process. 

 Procedures outline the specific actions, timelines, and steps necessary for implementation of Article 7 and thus, provide 

greater detail than is included in Article 7 regulations.  

 

Initial Development  

 

Start by examining your current practices.  Determine if you have written documented policies and procedures 

developed and in place for all Article 7 required areas. 

 

 What are you doing now? 

 What parts of that process are working? 

 What parts need to change? 

 Write out your new revised process step by step (include applicable timelines and what staff position would be 

responsible). 

 Train staff on the policies and procedures.  Determine who needs training and who needs a manual. 

 

Continuous Review & Revision  

 

Policies and procedures should be regularly reviewed and updated as needed based on system evaluation, compliance, 

and performance, and any statutory changes. 

 

 Evaluate how the process is working (at least annually). 

 Make any needed changes. 

 Update staff (determine whether this needs training or email notification or memo).   

 Make sure staff discard old information and replace with new information in procedure manual. 

 Refer staff questions to the appropriate section of the manual (train them to use the tool that you have developed).  

When answering questions, have them refer to that section of the manual. 
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Example Confidentiality 

 

1. Begin with a topic.  Remember that Article 7 mandates policies and procedures for specific areas, but establishing 

policies and procedures for other areas helps provide a clear understanding of the rationale for and the steps of daily 

practices.  (Example: Confidentiality).  For this example, Article 7 states the following: 

511 IAC 7-38-3 Confidentiality safeguards in the collection, maintenance, and destruction of educational records  

Sec. 3. (a) The public agency must do the following:  

(1) Establish, maintain, and implement procedures to protect the confidentiality of personally identifiable information at 

the collection, storage, disclosure, and destruction stages. These procedures must include, but are not limited to, those 

described in this rule and the following:  

(A) The appointment of one (1) official in each building or administrative office to be responsible for ensuring 

compliance with the confidentiality provisions of this rule.  

(B) The provision of training or instruction for all persons collecting or using personally identifiable information 

regarding the following: (i) The student and parent procedural safeguards with respect to the provision of a free 

and appropriate public education. (ii) Confidentiality provisions of this rule and the Family Educational Rights 

and Privacy Act, 20 U.S.C 1232g. 
 

2. Determine your local education agency’s policy regarding the topic. (Example: ABC School Corporation is committed to 

protecting the confidentiality of all students.) 
 

3. Make sure that this policy is consistent with any requirements from Article 7 or other legal mandates.  Your policy can be 

more restrictive than the law, but not less restrictive. 
 

4. Next, determine the procedural steps to make this happen.  

Example: Confidentiality and Student Reocrds  

 The principal in each building will be responsible for maintaining confidentiality procedures.   

 All full and part-time staff will receive information at least annually about steps to maintain confidentialiity of 

student information.   

 Each building will maintain a posted list of names and positions of employees within the public agency that are 

authorized to access personally identifiable information.   

 A student’s educational record will be maintained for at least three years after the student exits from special 

education.   

 If it is determined after this point that the information is no longer needed, the Director of Special Education 

will inform the student (if 18) or the parent in writing that the information is no longer needed, prior to the 

destruction of the records. 
 

5. Your procedural steps may need to include more or different information.  For example, your local policy may include a 

specific documentation procedure for accessing records or a specific procedure for documenting training of staff.  
 

6. Be sure that your procedural steps are written so that they would be clear to new staff, and that any steps required by 

Article 7 are included. 
 

7. Think about your current process and determine areas that might need more clarity or more specificity in order to have 

consistent staff practices. 
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