
The IEP and 504 Plan Process: Understanding Your 
Parental Rights



Our Mission

Through partnership and empowerment, 
we ensure that every student with a 
disability experiences success and 
secures their Rightful Presence in all 
academic and social settings.



Our Vision

To fully support educators, school leaders, 
and families in securing the Rightful 
Presence and success of students with 
disabilities. By dismantling barriers, 
ensuring equitable access, and assuring 
compliance, we provide the resources 
needed for every student’s academic and 
social success, guided by high-quality IEPs.
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Student 
Centered

Whole Child Equity Academic 
Excellence

Community 
Partnership
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Our Core Values
These core values guide the work we do every day for our students. They also guide our 

planning and practices as we work together with our educators, families, and communities to 
implement the programs, services, and support.
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● Overview:
○ The Individuals with Disabilities Education Act (IDEA)
○ Section 504 of the Rehabilitation Act of 1973

● Parent/Guardian Participation in IEP/504 Plan Meetings
● The IEP/504 Plan Team
● Preparing for the Meeting
● Procedural Safeguards

○ Prior Written Notice
○ Independent Educational Evaluation
○ Access to Educational Records
○ Formal Dispute Resolution

● Resources & Supports

Agenda
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Overview of IDEA (Individuals with 
Disabilities Education Act)
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Initial Passage in 1975

IDEA was first enacted in 1975, marking a significant milestone in the rights of 
individuals with disabilities in education.

Revisions Over the Years

Since its initial passage, IDEA has undergone multiple revisions to enhance 
educational opportunities and outcomes for students with disabilities.

Emphasis on Inclusion

The evolution of IDEA reflects a growing emphasis on inclusive education and the 
rights of individuals with disabilities within the educational system.

History and Background of IDEA
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To qualify for services under IDEA:

● a child must fall into one of 14 specified disability categories 
● the child must need special education, or related services, to progress in 

school. 

If a child has a disability but doesn’t need special education, they might be covered 
by Section 504 of the Rehabilitation Act

Eligibility Under IDEA
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Disability Categories under IDEA
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IDEA ensures that all eligible students with one of the IDEA recognized disabilities:

● Receive specialized and related services to address their individual needs
● Have an Individualized Education Program (IEP) developed annually, based on the 

student’s unique learning needs
● Have access to ALL program options available to non-disabled peers, including 

extracurricular activities
● Participate in district-wide and state-wide testing
● Are prepared for employment and independent living
● Are educated by teachers who are highly qualified

Key Provisions and Goals of IDEA
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Overview of Section 504 of the 
Rehabilitation Act of 1973
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Section 504 is part of a large piece of civil rights legislation called the Rehabilitation Act 
of 1973.

Section 504 is separate from IDEA – it does not require the removal of a student from 
his or her non-disabled peers, rather it ensures the provision of accommodations and 
modifications necessary in the general education classroom and settings to level the 
playing field for any student who qualifies for a 504 Plan.

NOTE: accommodations and related services, except for direct speech therapy, may be 
provided under a 504 Plan

Section 504 of the Rehabilitation Act
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The purpose of Section 504 of the Rehabilitation Act of 1973 is to:

● Eliminate discrimination on the basis of disability in any program or activity 
provided by schools districts and other educational providers that receive federal 
financial assistance.

● Ensure that students who are Section 504 eligible have educational opportunities 
equivalent to those of their nondisabled peers.

Section 504 of the Rehabilitation Act
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Unlike the IDEA, Section 504 does not limit coverage to certain categories of disabilities 
and no categorical labels are necessary.  Instead, a student with a disability under 
Section 504 is defined as one who: 

● Has a physical or mental health impairment that substantially limits a major life 
activity, or,

● Has a record or a history, of such an impairment, or,
● Is regarded as having such an impairment.

Section 504 of the Rehabilitation Act
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Parent/Guardian Participation in 
IEP/504 Plan Meetings
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Parents/Guardians have the right to participate in meetings related to the:

● identification, evaluation, and educational placement of their child; and
● the provision of FAPE to their child, including IEP meetings

Schools must:

● provide parents with written notice of a meeting and mutually agree on a time 
and location for the meeting

● provide options for participation (in-person, virtual, phone, etc) to ensure 
parent participation

Parent/Guardian Participation in IEP/504 Plan 
Meetings
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Appropriate notice of meetings must include:

● Written notice
● The purpose, time, and location of the meeting 
● Who will attend meeting
● Tell parents they may invite individuals with knowledge or special 

expertise about their child

Parent/Guardian Participation in IEP/504 Plan 
Meetings
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The IEP Team/504 Team
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Preparing for your child’s IEP or 504 Plan meeting? Before you get too far into 
planning, make sure you know who is on an IEP or 504 Plan team. By law, there are 
mandatory members of an IEP/504 team. This ensures that the IEP/504 Plan is 
created collaboratively and not based solely on one person’s evaluation of the 
child.

Let’s take a look at who the IEP/504 Plan team members are, as well as others 
that may be invited to the meeting.

Who Is On The Team?

https://sites.ed.gov/idea/regs/b/d/300.321
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 According to the Individuals with Disabilities Act (IDEA) Section 300.321, the IEP 
team must be comprised of individuals who can provide an overall picture of the 
child’s disability, competency, and growth. Those team members include:

● The parent/guardian of the student;
● At least one general education teacher, if the student is or may be 

participating in the general education environment. The general education 
teacher who serves as a member of a student’s IEP team should be a teacher 
who is, or may be, responsible for implementing a portion of the IEP

● At least one special education teacher. (If the child is receiving only speech 
and language services, the speech-language pathologist);

Who Is On The IEP Team?

https://sites.ed.gov/idea/
https://sites.ed.gov/idea/regs/b/d/300.321
https://sites.ed.gov/idea/regs/b/d/300.321
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● A representative of CPS (district representative) who is qualified to supervise the 
provision of special education services, is knowledgeable about the general 
education curriculum and available resources, and is authorized to commit 
resources on behalf of the district. (If a representative from OSD attends the 
meeting, such as when the IEP team may be discussing placement in a separate 
day school, that person acts as the district representative and is identified on the 
Notice of Conference form as such.);

● An Evaluation representative. This is someone who can interpret “the 
instructional implications of evaluation results.” This person may be the special 
education teacher or representative that is already in attendance.

Who Is On The IEP Team Cont…?
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● The student. The law very clearly indicates that the child about whom the IEP is being 
written should be in attendance whenever possible and appropriate, especially if the 
purpose of the meeting will be the consideration of the postsecondary goals for the child 
and the transition services needed to assist the child in reaching those goals

Other Individuals Who May Be Present at an IEP Meeting

IDEA provides parents and guardians with the right to invite or request additional people to 
the meeting. Those people are:

● An advocate. This may be an attorney or other individual who has knowledge about the 
needs of the student

● An Interpreter. If English is not the family’s first language, they may request that the 
school provide an interpreter for the IEP meeting. Typically, this is done ahead of time in 
writing so the school can plan for it.

Who Is On The IEP Team Cont…?

https://sites.ed.gov/idea/regs/b/d/300.321/b/1
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You can expect the following Section 504 team participants:

● Local school Section 504 Coordinator;
● The parent(s)/guardian(s);
● The general education teacher . This should be a teacher who is, or may be, 

responsible for implementing a portion of the Section 504 Plan.
● Related service provider(s) when the reason for the Section 504 request is in 

his/her area of expertise;
● Every CPS staff person involved in conducting an assessment; and
● The student, if 14 or older, or if the parent/guardian chooses to have the child 

participate at any age.

 

Who Is On The 504 Plan Team?
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Preparing for the Meeting
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On Friday, August 23rd, Governor J.B. Pritzker signed House Bill 3586, which 
amends Article 14 of the Illinois School Code. Article 14 of the School Code now 
requires all public school districts in the state of Illinois to provide 
parents/guardians with “copies of all written material” that will be considered at 
the IEP meeting for their child at least three school days in advance of such 
meeting.

 

Preparing for the Meeting

http://www.ilga.gov/legislation/BillStatus.asp?DocNum=3586&GAID=15&DocTypeID=HB&LegId=120267&SessionID=108&GA=101
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The written drafts provided to the parents must include, but are not limited to:

● All evaluations and collected data that will be considered at the meeting; and
● For students already eligible, a copy of all IEP components that will be 

discussed by the IEP team, “[and] copies of all written material that will be 
considered by the individualized education program team at the meeting other 
than the components related to the educational and related service minutes 
proposed for the child and the child’s educational placement.”

 

Preparing for the Meeting Cont…
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IEP drafts, and assessment reports (if the meeting is an Eligibility Determination 
meeting) will provide you with crucial information, and support your preparation for 
the meeting. 

● You will be able to review your child’s present levels to see where he/she is and 
his/her strengths and weaknesses in school. 

● The goals should be written toward the weaknesses. You should compare the 
proposed IEP and the current IEP to see progression.

NOTE: as you review the drafts, don’t hesitate to request data that was used to 
inform the development of the goals or the information presented under the 
General Considerations section of the IEP.

 

Preparing for the Meeting Cont…
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Procedural Safeguards
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IDEA includes a section called Procedural Safeguards. These safeguards are designed 
to protect the rights of parents and their child with a disability and, at the same time, 
give families and school systems several mechanisms by which to resolve their 
disputes.

At least one time a year, the parents of a child with a disability must receive from the 
school system a complete explanation of all the procedural safeguards available to 
them, as parents, under IDEA. This explanation is called the “Procedural Safeguards 
Notice.”
● IEP Procedural Safeguards: English
● IEP Procedural Safeguards: Spanish
● 504 Procedural Safeguards: English
● 504 Procedural Safeguards: Spanish

 

What are Procedural Safeguards?

https://www.ed.gov/media/document/procedural-safeguards-q-apdf-59822.pdf
https://www.isbe.net/SPEDReqNotConForms/nc_proc_sfgrds_34-57j.pdf
https://url.usb.m.mimecastprotect.com/s/dT9ECxoWjVtm9K9WPuWuPhymd0C?domain=drive.google.com
https://url.usb.m.mimecastprotect.com/s/TDeoCypWk6H60E0BACPCLhxugxX?domain=drive.google.com
https://url.usb.m.mimecastprotect.com/s/WkxACzqglBi8xvxjOSMFQh9lCla?domain=drive.google.com
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The Individuals with Disabilities Education Act (IDEA) requires schools to provide 
parents/guardians of a student who is eligible for or referred for special education with a 
notice containing a full explanation of the rights available to them.

A copy of the Notice of Special Education Procedural Safeguards is provided:

● At least once every school year.
● When the parent/guardian or others, including the district, request that your student be 

evaluated to determine eligibility for special education services. 
● When you file a complaint.
● When you request a due process hearing.
● When a decision is made to remove your child for more than ten school days in a year 

as part of a disciplinary action, and that removal constitutes a change of placement.
● Upon your request.

Copy of the Procedural Safeguards: When?
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The Notice of Procedural Safeguards explains your parental rights to:

● Prior written notice;
● Request an independent educational evaluation;
● Provide parental consent in the special education process;
● Access your child’s educational records;
● Be afforded the opportunity to present and resolve complaints, including--

○ the time period in which to make a complaint;
○ the opportunity for the school district to resolve the complaint; and
○ the availability of mediation;

● “Stay-Put” placement during pendency of due process proceedings;
● Outlines rights and procedures for students who are subject to placement in an interim alternative 

educational setting;
● Requirements for unilateral placement by parents of children in private schools at public expense

 

Procedural Safeguards: What is Explained?



32

Prior Written Notice (PWN)
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 “A district must provide parents with prior written notice whenever it proposes or 
refuses "to initiate or change the identification, evaluation, or educational placement 

of the child or the provision of FAPE to the child."

This provision is found under the Individual with Disabilities Education Act, Sec. 
300.503  

Prior Written Notice

https://sites.ed.gov/idea/regs/b/e/300.503
https://sites.ed.gov/idea/regs/b/e/300.503
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● When the district proposes to initiate or change the identification, evaluation, 
educational placement or the provision of a free, appropriate public education 
to your child.

● When the district refuses to initiate or change the identification, evaluation, 
educational placement or the provision of a free, appropriate public education 
to your child.

 

Prior Written Notice (PWN): When?
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The Prior Written Notice (PWN) requirements dictates that notices be:

● Written in language understandable to the general public and provided in the 
native language or other mode of communication used by parents/guardians, 
unless it is clearly not feasible. If your native language or other mode of 
communication is not a written language, the local district shall take steps to 
ensure that: 

○ (a) the notice is translated orally or by other means to you in your native language or other mode 
of communication, 

○ (b) that you understand the content of the notice, and 
○ (c) that there is written evidence that these requirements have been met. 

 

Prior Written Notice (PWN): Language Requirements
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ISBE provides a Checklist of When Prior Written Notice is Required in it’s manual 
titled Instructions for Required Notice and Consent Forms (page 22)

https://www.isbe.net/documents/consent_forms_instruct.pdf
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The following slides provide some of the forms and procedures CPS uses to: 

● obtain required informed consent from parent(s)/guardian(s) as well as
● provide proper parent/guardian notification of specific types of proposed or 

refused actions for a child being considered for or receiving special education 
and related services. 

These are aligned with the PWN requirements of the Individuals with Disabilities 
Education Act (IDEA) and 23 Illinois Administrative Code (IAC) 226. 

CPS: Prior Written Notice
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Parent/Guardian Notification of Decision: PWN

The IEP referral process for special 
education typically begins with a 
referral which:

● Can be initiated by CPS school 
personnel, parent/guardian of the 
student, an employee of the 
Illinois State Board of Education 
(ISBE), an employee from another 
state agency and/or an employee 
from a community service agency.

● May be submitted in writing or 
email.

● CPS must provide the parent / 
guardian written notice of their 
decision to warrant or deny a 
referral within 14 school days of 
receiving the request.
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Notice of Conference: PWN

The Notice of Conference 
provides notice of the intent 
of every meeting. The 
Notice of Conference (NOC) 
identifies a mutually agreed 
upon (parent & school) 
date/time for the meeting, 
the proposed location or 
mode (virtual etc) for the 
meeting, who will be in 
attendance, and the 
relevant data that has been 
collected and will be 
discussed by the team.
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Consent/Assessment Planning: PWN

Assessment planning in the 
evaluation process provides a 
description of what domain(s) 
will be assessed, and obtains 
your consent to evaluate in 
those identified areas. The 
assessment/evaluation reports 
that follow detail the 
procedures, tests. You receive 
these at least 3 days prior to 
participating in the Eligibility 
Determination meeting
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The IEP: PWN

The Individualized Education Program 
(IEP) is the legal document that 
thoroughly describes a student's 
special education program.  It serves as 
notice for the educational placement 
and proposed offer of FAPE. It contains 
detailed descriptions of the student’s:

● strengths and deficits upon which 
the IEP team determined the 
accommodations, modifications, 
specific interventions, and 
measurable goals;

● Provides Justification of the LRE 
setting that the IEP team 
recommended.
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IEP Notes Page: PWN

IEP Notes detail discussions which 
occur during the IEP meeting regarding 
any proposed, refused or accepted 
action.
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Conference Recommendations: PWN

The Conference Recommendations 
document summarizes and notifies the 
parent/guardian of any educational
recommendations developed for a 
student at the conference conducted 
(e.g., Eligibility Determination, IEP,
MDR, etc.). When an IEP team changes 
a child’s placement (i.e., LRE) via annual 
IEP and/or IEP Revision, the 
parent/guardian may also waive the
10-school-day interval requirement. 
The parent/guardian decision 
regarding the waiver of the 
10-school-day interval
requirement is captured (signature 
required) on the Conference 
Recommendations form
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Transfer of Rights - Age Majority & Delegation of Rights to Make Education 
Decisions: PWN

Notification of Transfer 
of Rights - Age Majority, 
and
Delegation of Rights to 
Make Education 
Decisions provide 
notification to parents at 
least 1 year prior to the 
child turning 18.
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Along with receiving a copy of Procedural Safeguards annually, the below resources 
are available:

● Advocacy resources are linked on the NOC 
● CPS’ Website further explains your rights and provides additional support 

resources including ISBE’s manual, Educational Rights and Responsibilities: 
Understanding Special Education in Illinois. [ English ]

● OSD Helpline 773-553-1800

Prior Written Notice

https://www.cps.edu/globalassets/cps-pages/services-and-supports/parent-engagement/parents-of-diverse-learners/isbe_advocacyresourcesforparents-1.pdf
https://www.cps.edu/services-and-supports/special-education/understanding-special-education/know-your-rights/
https://www.cps.edu/services-and-supports/special-education/understanding-special-education/know-your-rights/


46

Independent Educational Evaluation
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You, as a parent/guardian, have the right to have your child independently evaluated 
at any time at your own expense.

● The results of this evaluation must be considered by the IEP Team, if it meets 
agency criteria, in any decision made with respect to providing your child with 
FAPE.

○ The results of the Independent Educational Evaluation may impact the disability category under 
which your child qualifies for services, or,

○ The results of the Independent Educational Evaluation may support the IEP team’s determination 
of services in your child’s IEP or 504 Plan

Independent Educational Evaluation
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If you, as parents of a child with a disability, disagree with the results of your child’s 
school-based evaluation as provided by the school district, you have the right to 
obtain what is known as an Independent Educational Evaluation, or IEE. 

An IEE means an evaluation conducted by a qualified examiner who is not 
employed by the public agency responsible for the education of your child. If you 
ask for an IEE, the school district must provide you with, among other things, 
information about where an IEE may be obtained.

Independent Educational Evaluation
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The answer is that some IEEs are at public expense and others are paid for by the 
parents.

The school district may grant your request and pay for the IEE, or it may initiate a 
hearing to show that its own evaluation was appropriate.

● The school district may ask why you object to the public evaluation. Whether 
you provide an explanation, the school district will not unreasonably delay 
either providing the IEE at public expense or initiating a due process hearing to 
defend the public evaluation.

Independent Educational Evaluation: Who Pays 
For It?
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If the school district initiates a hearing and the final decision of the hearing officer 
is that the agency’s evaluation was appropriate, then you still have the right to an 
IEE but not at public expense.

NOTE: As part of a due process hearing, a hearing officer may also request an IEE. 
Whenever an IEE is publicly funded, that IEE must meet the same criteria that the 
public agency uses when it initiates an evaluation.

 

 

Independent Educational Evaluation: Who Pays 
For It Cont…?
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Access to Educational Records
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Parents must have opportunity to inspect and review all education records related 
to:

● their child’s identification, evaluation, and educational placement; and
● the provision of FAPE to their child

The right to inspect and review includes:

● the right to a response from the school to the parents’ reasonable request for 
explanations and interpretations of the records; 

● the right to request copies of records; and
● the right to have a representative inspect and review the records

 

 

Access to Educational Records
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Parents/guardians also have the right to: 

● request that their child’s records be amended; or 
● attach their explanation to their child’s records if not amended 

 

 

Access to Educational Records Cont…
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Formal Dispute Resolution
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If you cannot work out disagreements or concerns with the IEP team or other District 
personnel, you have the right to elevate your concerns.It is recommended that you start 
with the informal dispute process, as most, if not all, issues can be resolved at this level. 
However, you as the parent/guardian have the right to select and proceed, at any time, 
with any of the formal complaint options discussed in the Notice of Procedural 
Safeguards and the following slides.

Start by:

● talking to your child’s teacher(s) and/or service provider(s).
● talking to the school case manager.
● talking to the school principal or assistant principal.
● contacting your school’s assigned OSD Special Education Coordinator.
● contacting an OSD Parent Support Specialist, or call OSD at 773-553-1800.

Formal Dispute Resolution



56

A brief outline of the four formal processes follows:

The State Facilitated Individualized Education Program (IEP) Meeting

● The facilitated Individualized Education Program (IEP) meeting is a voluntary 
process that requires the agreement of both the parent and school district to 
participate.  Ideally, request forms should be completed jointly by the district 
and parent/adult student; however, the State Coordinator can assist with the 
process if either party has difficulty speaking with the other party. 

Formal Mediation

● A process in which parents and school personnel try to settle disagreements 
with the help of a trained mediator provided by the Illinois State Board of 
Education (ISBE). Contact the ISBE mediation coordinator at 217-782-5589.

Formal Dispute Resolution

https://apps.isbe.net/sems/iepfacilitationrequestpublic.aspx
https://www.isbe.net/Documents/34-15-mediation-request.pdf
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Formal Due Process Request

● A formal hearing process to settle disagreements between parents and 
schools. A due process hearing is similar to a court of law and generally 
follows a formal process, with opening statements, cross examinations of 
witnesses, and closing statements. Parents must request a due process 
hearing with the Superintendent (CEO) of CPS in writing.

Formal ISBE Complaint

● A written complaint about special education issues concerning a child (or 
children) filed with the Illinois State Board of Education that is investigated by a 
state-appointed employee with expertise in special education.

Formal Dispute Resolution

https://www.isbe.net/Documents/dp_parental_19-86a.pdf
https://www.isbe.net/Documents/complaint-form-English.pdf
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The Special Education Dispute Resolution is further explained HERE with links to 
related forms.

https://www.isbe.net/Documents/Comparison-Chart.pdf
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● OSD Procedural Manual (2024-25)
● 504 Procedural Manual (2024-25)
● OSD Website
● OSD Hotline. Call the OSD Helpline at 773-553-1800 for one-on-one 

assistance with your student with disabilities, IEP/504 support, or for 
more information. The help line is open Monday through Thursday from 9 
a.m. to 5 p.m.

● OSD Newsletter Sign Up. Stay up to date with the latest Office for 
Students with Disabilities (OSD) by joining our newsletter. 

Resources & Supports

https://www.cps.edu/globalassets/cps-pages/about-cps/department-directory/office-of-diverse-learner-support-and-services-odlss/2024-25-osd-idea-procedural-manual.pdf
https://www.cps.edu/globalassets/cps-pages/about-cps/department-directory/office-of-diverse-learner-support-and-services-odlss/final-sy24-25-504-procedural-manual.pdf
https://cps.edu/diverselearners/Pages/home.aspx
https://mailchi.mp/84aea5e50ff0/osd-newsletter-sign-up


Q&A


