
MET Request & Referral Process 

*Meetings must be held within 10 school days o f  a referral. 

* Requests: (A parent/guardian can request an evaluation. This could also be a school request for health related issues or a
transfer with significant academic or behavioral issues. If a student exits a facility, the local TST should meet to determine if an immediate 
school MET referral is needed. ) 

□W hen a request has been made, alert the counselor or assistant principal.
Day 1 begins the day the request is made by the parent or the local TST.

□Counselor or Assistant Principal alerts Shannon Boyce.
The Counselor will:
D begin to gather paperwork for MET meeting.
□ contact Shannon Boyce for possible meeting dates and times.
□schedule the meeting and send Meeting Invitation to parent/guardian.
D confirm scheduled date with Shannon Boyce and all other MET members of upcoming
meeting. *If the request is for a student who is receiving academic intervention, dyslexia therapy, or behavior intervention, 
please state that along with the student's name and grade when you email district personnel so we can plan for the 
appropriate person to attend. Email Wendi Murray and Robin Sanders for academic and dyslexia interventions, and alert 
Charlene Fowler and Jessica Smith for behavior interventions. 
Possible Team Members: Administrator, District SPED Dept. Personnel, Parent/Guardian, 
Counselor, Regular Ed Teacher, School Nurse, Language/Speech Therapist (if child is served for 
Speech only or if parent requests Speech services), Interventionist (if child is in TIER) 

*TST Referrals: Follow the RTI process
The School Interventionist will: 
□ alert Shannon Boyce by email that a MET meeting needs to be scheduled.
□contact Shannon Boyce for possible meeting dates and times to schedule the meeting and
send Meeting Invitation to parent/guardian.
□ confirm scheduled date with Shannon Boyce and all other MET members.
D contact the District Interventionist when the referral is made and date of meeting.
□ Remember, for students in the RTI process, the Teacher Narrative and the
Developmental History must be current prior to the MET meeting. For behavior, 7
additional days of ABC Data and the Summary of Behavior form will need to be 
completed.
Possible Team Members: Administrator, District SPED Dept. Personnel, Parent/Guardian,
Counselor, Regular Ed Teacher, School and District Interventionists, Speech-Language
Therapist, School Nurse.

REQUIRED PAPERWORK FOR ALL 10-DAY MEETINGS 

_ _  Child Find Request - Agency Rep 
_ _  Developmental History Interview - Counselor 

Student Data Profile Sheet- Counselor 
_ _  Hearing/Vision screening - School Nurse 

Teacher Narrative - Classroom Teacher 
_ _  ABC Data & Summary (if needed for behavior) - Classroom Teacher/Counselor 

Counselor will alert the school nurse to perform a hearing/vision screening. Completed paperwork and copies of any 
outside testing or reports will be sent (within 48 hours of the request notification to District Office) to Shannon Boyce. 
Additional 7 days of ABC data, the Summary of Behavior, and the Hearing/Vision screening will be sent upon 
completion. 










