
IDEA CONSULTATION 
CHECKLIST

www.theadacadvocacy.com

DURING CONSULTATION MEETINGS
The child-find process and how students can participate equitably 

How private school officials and parents will be notified of child find

The proportionate share amount, including how it was calculated

How the consultation process will take place throughout the year (it should be
ongoing)

How, where, and by whom (direct & indirect) services will be provided

Which students will receive services if funding is limited; e.g., speech &
language only

The option of a third party provider, including private school employees, to
provide services on behalf of the LEA

The timeline for when services will begin as well as scheduling

If disagreement, ask when a written explanation will be provided by the LEA

AFTER CONSULTATION
After ALL necessary topics have been meaningfully discussed, the LEAs must
obtain written affirmation from private school officials

Send an email summary to the LEA outlining what was agreed upon during the
consultation

If private school representatives do not agree that all topics were covered
sufficiently, the concerns should be written on the affirmation form 

Prepare your student eligibility list and confirm numbers with LEA

Review the February 2022 Q&A from the U.S. Dept. of Ed. 

BEFORE CONSULTATION

Meet with other private school representatives within your
district to compare child count numbers and prepare for the
LEA consultation meeting

Access hyperlinks here.

https://docs.google.com/document/d/1rTl6irpe4cDo8l5Dxi9T38JA3q1y3yzQbMCZIieOjr0/edit?usp=sharing
https://docs.google.com/spreadsheets/d/1wa1hoxZl8I0rDTsTQi-oKjIWbPAXFnC_/edit?usp=sharing&ouid=101577836502692293799&rtpof=true&sd=true
https://docs.google.com/document/d/1PwxS-re2rkge8fnnxoLH8hS0H99iT0Q2QT2XC7pukb0/edit?usp=sharing
https://drive.google.com/file/d/1JLssNOtLbtqMSgGZD5TZ6JCm3LgzjiqB/view?usp=sharing
https://docs.google.com/document/d/1RNfqMCdy2tG5gN3S_BJb7XBkl7tZJodP8-1ybDCps3Q/edit?usp=sharing


AUGUST/SEPTEMBER:  SEE TEMPLATE #1 
Collect eligible student information in Template #1. 

Discuss with LEA the child find processes ensuring that the student
evaluation and re-evaluation processes are fully understood and agreed
upon.

SEPTEMBER:  SEE TEMPLATES #1 & #3
Meet with the LEA to review the numbers and reconcile any discrepancies in Template #1. This
meeting should be scheduled prior to October 1. See Template #3.

JANUARY:  SEE TEMPLATE #4
Contact the LEA IDEA representative with a request to consider specific services that align with
student needs for the next academic year. 

MARCH/APRIL/MAY:  SEE TEMPLATES #2, #5, & #6
Review the IDEA Consultation Checklist and prepare for the consultation meeting with your LEA.

Contact the LEA if you don't receive an invitation by this time.

SAMPLE  IDEA
CONSULTATION TIMELINE
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Access templates here.

Review with LEA how eligible students will be identified and counted. 

Review with LEA services to be offered and students to be served during the upcoming school year.

Meet with your private school leaders within your district prior to the consultation meeting and
review with other private school leaders child find numbers and identify IDEA services that the
group wants to request. See Template #2.

Ensure that all consultation meeting topics are discussed. See Template #5.

Provide a consultation summary email to the LEA. See Template #6.

NOVEMBER: SEE TEMPLATE #1
Continue to review with the LEA its child find numbers - you want to ensure that these numbers are
accurate since it will determine the next school year's allocation (ongoing process). See Template #1.

Share with the LEA positive examples with the IDEA services (what is going well).

Discuss with the LEA any challenges with the IDEA services .

https://drive.google.com/drive/folders/1z-tXJlxyAcZv26yseHtnJUkQXHXHU0eL?usp=drive_link

