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Permission to Place

Step 1: Special education student enrolls in the district

A student's status as eligible for special education can be discovered in one of two ways:

1) Student enrollment form indicates student received special education services at previous 
district 
                                                                        OR 
2) Special education eligibility is discovered when CA60 arrives in the district

Step 2: Obtain IEP & MET from previous district                                                                                                                                      
Person Responsible:_________________________________________________

If you have discovered a student's special education eligibility prior to the records arriving in the 
district, call the previous district immediately and request that they fax the most recent IEP and 
MET.  Do not wait for the CA60 to arrive to get this information.  

Step 3: Initiate the paper version of the Permission to Place                                                                                                               
Person Responsible:_________________________________________________

Complete the paper version of the Permission to Place using the most recent IEP & MET from the 
previous district.  Be sure to accurately transfer eligibility and IEP dates.  Make sure to consult with 
parents on the Programs/Services that will be implemented.  
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In order to choose Option 1 (implement IEP from previous district) the following conditions 
must be met:
1) Most recent IEP date must be less than 1 year old, most recent Reevluation IEP must be less 
than 3 years old
2) Most recent IEP must be from a district within the state of Michigan
3) The district must be able to exactly replicate ALL components of the IEP (including 
frequency/duration of programs and services)

When Option 1 is selected a new IEP is not due until the annual IEP due date or the Reevaluation 
IEP due date (whichever comes first)

Select Option 2 (school district recommends placement in a comparable program/service) in 
any of the following situations:
1) Most recent IEP is more than a year old 
2) Most recent Reevluation IEP is more than 3 years old (must also initiate a REED for 
Reevaluation)
3) Most recent IEP is from a district outside of the state of Michigan (must also initiate a REED for 
Initial IEP)
4) The district is not able to exactly replicate ALL components of the IEP (including discrepancies 
in frequency/duration in programs/services)

When Option 2 is selected the district must complete the section on Recommended Comparable 
Programs & Services.  When Option 2 is selected a new IEP (including all evaluations in the case 
of Scenario #2 or Scenario #3) must be completed within 30 school days of the date of enrollment 
in the case that special education eligib ility was known at enrollment OR within 30 school days of 
the date that special education eligib ility was known.  In Scenario #1 we do not have 30 school 
days to complete the IEP, we must complete it as soon as possib le.  

Step 4: Send completed Permission to Place with most recent IEP & MET to ALL receiving 
providers                                                                                                                                                                                                            
Person Responsible:_________________________________________________
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Step 5: Request Parent Consent for Medicaid School-Based Services                                                                                             
Person Responsible:_________________________________________________
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Step 6: Initiate the Permission to Place in Illuminate                                                                                                                              
Person Responsible:_________________________________________________
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Step 7: On the Illuminate Permission to Place indicate whether the previous IEP will be used 
(Option 1 from the paper Permission to Place)                                                                                                                                        
Person Responsible:_________________________________________________

Please remember that implementing the IEP from the previous district is only an option in the 
situations outlined in Step 3.
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Step 8: On the Illuminate Permission to Place indicate the student's disability and important 
dates                                                                                                                                                                                                                    
Person Responsible:_________________________________________________

#1) Effective date of the placement in special education programs/services in the current district.  
30 day target date is used only in Option 2 (not implementing the current IEP)
#2) Student primary disability - should match the eligibility on the most recent IEP
#3) Date of Initial/Reeval IEP - transferred from most recent IEP
       Assignment Start Date - Same as the Effective Date (#1)
       Current IEP Date - date of the most recent IEP from the previous district
       Previous IEP Date - not required 
#4) Enter special transportation if applicable
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Step 9: On the Illuminate Permission to Place add the Programs & Services the student will be 
receiving                                                                                                                                                                                                             
Person Responsible:_________________________________________________

If Option 1 (implement the current IEP) has been selected then the Programs & Services that are 
entered here should exactly match those from the most recent IEP.
If Option 2  has been selected then the Programs & Services that are entered here should be the 
comparable programs/services that have been recommended until a new IEP can be developed 
(within 30 school days).  
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Step 10: Complete Illuminate Permission to Place Notice                                                                                                                     
Person Responsible:_________________________________________________
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Step 11: Publish the Permission to Place                                                                                                                                                  
Person Responsible:_________________________________________________

The Illuminate Permission to Place MUST be published before staff will be able to Publish an IEP.

Step 12: Print, Get Signature, and Provide Notice                                                                                                                                    
Person Responsible:_________________________________________________

The Published Permission to Place needs to be printed so that the District Representative can 
sign.  Once signed the Illuminate Permission to Place (pg. 1) and corresponding Notice (pg. 2) 
should be copied and sent to parents to provide Notice of the Implementation of Programs & 
Services.  
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