
a description of the action proposed or refused by the school 

an explanation of why the school proposes or refuses to take the described action 

a description of each evaluation procedure, assessment, record, or report the

school used as a basis for their decision 

a statement that the parents of a child with a disability have protection under the

procedural safeguards and, how the parents can obtain a copy of them 

resources for parents to get assistance in understanding these provisions 

a description of other options that the IEP Team considered and the reasons why

those options were rejected; and 

a description of other factors relevant to the school’s proposal or refusal.

[§300.503(b)] 

PWN must include a comprehensive description of the action proposed or refused by the

school system. According to the Individuals with Disabilities Education Act (IDEA), the

notice must include: 

identification (eligibility) 

evaluation 

educational placement; or 

provision of FAPE (a free, appropriate public education) 

Parents have legal rights called procedural safeguards under the law. One of those

procedural safeguards is the right to receive Prior Written Notice (PWN). PWN is a

separate form from the Individualized Education Program (IEP) that is given to the family

regarding decisions that were made at a Planning and Placement Team (PPT) meeting. It

is required when the team proposes or refuses a request to initiate or change the student’s:

Prior Written Notice:

https://sites.ed.gov/idea/regs/c/e/303.421
https://portal.ct.gov/-/media/SDE/Special-Education/Parents_Guide_SE.pdf
https://portal.ct.gov/-/media/SDE/Special-Education/Parents_Guide_SE.pdf
https://www.parentcenterhub.org/evaluation/
https://www.parentcenterhub.org/placement-overview/
https://www.understood.org/en/articles/at-a-glance-free-and-appropriate-public-education
https://portal.ct.gov/-/media/SDE/Special-Education/Prosaf.pdf
https://www.pacer.org/Parent/php/php-c232.pdf
https://www.parentcenterhub.org/iep/


that the prior written notice is translated orally (or by other means) to the parent in
his or her native language or other mode of communication; and 
that the parent understands the content of the notice. [§300.503(c)(2)] 

a purpose statement 
checkboxes for actions proposed or refused that align with the regulations 
textboxes to explain supporting information rather than checkboxes 

More than one PWN may be required if the district proposes or refuses multiple
actions 
Must be provided to parent at least 10 days before action is taken 
The 10-day notice may be waived by the parent if they sign a waiver 

PWN must be written in language understandable to the public. For example, it must be
written in the native language of the parent, if the parent does not read English, or in the
mode of communication that the parent normally uses, such as Braille or large print, unless
it is clearly not feasible to do so. 

If the parents’ native language or other mode of communication is not a written language,
the school must take steps to ensure: 

On the Connecticut IEP form, Prior Written Notice is a separate form from the IEP. The
format of PWN will look different but will include all the content required by the
regulations. This format is designed to create clear and easy to understand Prior Written
Notices, that are compliant with regulatory requirements. 

It will include: 

Some other things to know about PWN: 

 
CONTINUED ON NEXT PAGE...

https://portal.ct.gov/-/media/SDE/Special-Education/New-IEP/Draft-IEP-August-2021.pdf


Below is an example of what the Prior Written Notice Form contains: 
 
ACTION(S)
PROPOSED/REFUSED_______________________________________________________ 
(District Name) is providing notice of the following: 
1.                                                         2.                                 3.  
☒ The District is Proposing to:           ☒ initiate                     ☐ identification/eligibility 
☐ The District is Refusing to:              ☐ change                    ☒ an evaluation 
                                                                                                 ☐ an educational placement 
                                                                                                 ☐ the provision of FAPE
(IEP) 
DESCRIPTION /
REASON______________________________________________________________ 
Description/Reason of the proposed or refused action: 
Description is entered here 

The reason for proposing or refusing to take action is: 
Reason is entered here 

Description (including the date) of each evaluation procedure, assessment, record,
or written report the school district used as a basis for the proposed/refused
action: 
Evaluation data is entered here 

Date this action will take effect 
Ex: 09/18/2022 

Other options the PPT considered and rejected 
☒ Instruction in the general education environment with supplementary aids and
services 
☐ No other options were considered and rejected 
☐ Other 

Reason for rejecting other options 
☒ The student would not receive an appropriate program in the least restrictive
environment.  
☐ Other 

Other factors that are relevant to this action 
☒ There are no other factors that are relevant to the PPT decision 
☐ Other  



PLEASE NOTE: 
Parents have a right to disagree with what is being proposed or refused by the district
and may access the due process options described in the procedural safeguards of the
IDEA. A copy of the procedural safeguards can be obtained by contacting CSDE Team at
777-888-9999 or emailtest@email.com. This notice must be provided in the native
language of the parent or other mode of communication used by the parent unless it is
clearly not feasible to do so. For assistance with understanding the provisions of the IDEA,
please contact the district’s special education director or the state’s Parent Training and
Information Center: Connecticut Parent Advocacy Center (CPAC) at 860-739-3089 or 1-
800-445-2722; E-mail: cpac@cpacinc.org 

This notice was: ☐ provided to the Parent at the PPT meeting ☐ hand delivered ☐ mailed 
 ☒ e-mailed ☐ sent electronically to the parent portal 


