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Directions for PNP (Prior Notice Package for Placement)

[bookmark: _GoBack]
· Create New Document 
· Go to the Placement Section and Click Prior Notice Package for Placement 
· Click create then Go 
· Everything populates from your IEP. 
· Scroll down and fill in Evaluation Procedure/Assessment/Record/Report (Must include 
both Vocational Assessment, Other- SANDI, if a related service report was used click that, FBA, BIP)

· Under DESCRIPTION OF OTHER FACTORS THAT ARE RELEVANT TO THE PROPOSED OR 
REFUTED ACTION –Type “Please refer to IEP”

· Under YOU HAVE PROTECTION UNDER THE PROCEDURAL SAFEGUARDS OF THE 
REGULATIONS OF THE COMMISSIONER OF EDUCATION- Your name will populate

· Under SOURCES YOU MAY CONTACT TO OBTAIN ASSISTANCE IN UNDERSTANDING THE 
SPECIAL EDUCATION PROCESS: Use the look up and put in your name and phone number 

· Under ADDITIONAL INFORMATION RELATED TO THE SUBJECT OF THE NOTICE: Use the 
             look up and put in your name and phone number

· Recommended Service date should be 10 days from the IEP.
· The Next box down- use the look up and put in your name and phone number. 
· The last box automatically populates Diana Parisy. PLEASE CHANGE THIS TO YOUR 
SUPERVISING ASSISTANT PRINCIPAL.
· Save Done Editing 
· Finalize 
· Send/Print letter 
· Send home to the parent 
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