
1 

Reevaluation Updates in ACHIEVE User Guide 

Starting the Reevaluation Process 
Evaluation Stepper 

Users will navigate to the Evaluation Stepper, and click the blue “Begin Reevaluation Process.”  

  

Overview Stepper 
Once the Reevaluation is open, users will be taken to the Overview Stepper, which is where the 
Notice/Consent and new Agreement will be housed. At first, this will be the only Stepper available for users. 
Teams must select why the Reevaluation is occuring.  
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Agreement a Reevaluation is Unnecessary 
If only the first option is chosen, teams will select if they are considering an Agreement the reevlauation is not 
needed.  

 

Answering “yes” to this question will prompt Reevaluation Considerations to ensure not completing the 
reevaluation is appropriate. 

 

Users must answer “no” to all of the above questions in order to move to the next step of the Agreement. 
There is also Helper Text linked to “progress, performance, and needs” which will provide teams with more 
questions to consider in determining if foregoing the reevalution is appropriate.  
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Once teams (which include the parent) have determined the reevaluation is unnecessary, users will select 
why the learner continues to be eligible for special education. In addition, teams will complete the Prior 
Written Notice (PWN) components of the form to explain the sources used for the decision, other options that 
were considered, and any other factors that are relevant. It’s recommended to document the family input in 
regard to the Agreement.  

 

 

After the PWN components have been entered, users will select the Team Members that were part of the 
decision, and they will document the date parents agreed the reevaluation was unnecessary. Once all 
required components have been completed, the blue Finalize Agreement button will display.  

 

After the Agreement has been finalized, a pdf of the Agreement will pop up in a new window, and users will 
be navigated back to the Evaluation Stepper. The Agreement will be displayed in the evaluation row.  
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Notice/Consent for Reevaluation 
If a reevaluation is being completed, users will continue to determine if additional assessments are needed, 
which would require consent. The date parents were contacted in regard to the reevaluation and additional 
assessments must be documented.  

 

If additional assessments are not recommended, teams will select the domains being considered for the 
reevaluation.  

 

If additional assessments are recommended, teams will then select the domains in which additional data will 
be collected.  

  

Once all the required components, including the PWN questions, have been completed, users will be able to 
either Generate Notice or Generate Consent. The Notice will pop up as a pdf, however the Consent will be 
found on the Documentation Stepper, under Family Consent. After the form has been generated, the 
Overview Stepper will become greyed-out, and information can no longer be entered. If teams determine at a 
later date that additional domains need considered, or a new consent form needs created, they will select the 
orange “Select Additional Domain(s)” button. The Domains that are selected within the Overview page, 
whether initially or in by selecting additional, will display on the “Domains to be evaluated” banner that 
appears at the top of each Stepper.  
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If only additional domains are being added, the form will say “save and close” and if a new consent is being 
created, the “finalize” button will state Generate Consent. Once a new consent is created, the previous 
consent will become “inactive.” 

Team Members Stepper 
The team members and evaluation assignments selections will continue to function the same. The domains 
selected on the Overview will automatically display in the Assignments.  

  

 



6 

Reevaluation Data Stepper 
The stepper to enter the evaluation data has been renamed and redesigned for more clarity and consistency. 
Helper text will be provided of information about requirements for reevaluations and descriptions of domains. 
Data entry in this section will be separated into three categories; Background and Other Relevant Data, 
Parent Input, and Domains.  

  

Background and Other Relevant Data 

 
 

Parent Input 
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Domains 
To enter data related to a Domain, first users will select the domain(s) of the data to be entered. Next, the 
Method of data collection needs to be selected. When Review, Interview, or Observation is chosen, a 
dropdown for the Data Source will display for users to select the source.  

  

  

In order to enter data for Test, users will first need to “approve” the Consent under Family Consent in 
Documentation. Once this is approved, users will be able to select the Data Source and identify the name of 
the assessment administered. Additionally, if Tests are completed, evaluators will be required to answer the 
Methods to Ensure a Fair Evaluation questions.  
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Exclusionary Factors Stepper 
Formerly the Additional Factors Stepper, which contained both exclusionary factors and assessment 
methods will now hold just the exclusionary factors questions. There are no changes to the data entry 
process.  

 

 

Eligibility Determination Stepper 
Formerly the Summary Stepper, the eligibility decision questions have been updated to align to the EER. 
Prior to a team answering the eligibility questions, a meeting roll call will be required (see Meeting Notice 
section for type required). The Incomplete Data Report (IDR) will still be housed after the eligibility questions.  
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Part 1: Disability Decision 
Users must answer if the learner has a disability, as well as answering whether the learner’s concerns are 
due to Exclusionary Factors. The Comment box will require users to enter a statement about the disability 
decision.  

 

Part 2: Disability Decision 
Next, users will need to determine if the learner has educational needs that require special education and/ore 
related services. The comment box here will also require an entry.  

 

Part 3 and Additional Questions:  
Lastly, users will select whether the learner continues to be eligible for special education. If either of the first 
two questions are “no,” and users attempt to answer “yes” to eligibility, the system will prompt the decisions 
made previously do not support that designation. In addition to the Comment box, users will continue to 
answer the same questions that are currently required around if changes are needed and when the team will 
consider exiting the learner.  
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Meeting Notice 

When creating the Meeting Notice for the Reevaluation, there will be a new selection of “Continued Eligibility 
for Special Education” that will be required in order to clear an IDR item. This option will not be available for a 
Notice until the Reevaluation has been opened. Reevaluation Information will continue to be accessible 
anytime.  

  

 
Incomplete Data Report 

The IDR will continue to function the same.  
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