Prior Written Notice
Prior written notice (PWN) is required when the public agency
proposes or refuses to initiate or change the following:


Evaluation



Identification



Educational placement



Provision of a free appropriate public education (FAPE)

Prior Written Notice Content
1. Description of the action(s) proposed or refused by the

Purpose of PWN





school district.


Provide a clear explanation of each proposal and/or
refusal that is factually grounded or informative,
rather than being written in a vague, generic, and



normative format.
2. Explanation of why the action is proposed or refused.


Document decisions made, but
not yet acted upon, by the IEP
team and the basis for those
decisions
Provide adequate notice before
the decisions are implemented
Provide information on the
protections provided under the
procedural safeguards and how
to obtain a copy of the
procedural safeguards notice
Provide sources for assistance in
understanding the provisions of
the prior notice requirement

Provide a detailed rationale for the proposed and/or
refused actions so that the parent clearly understands how the individualized education
program (IEP) team reached its decision on each specific action.

3. A description of any other options the IEP team considered and the reasons for the rejection of
those options.


Describe in detail all options considered and why each was rejected.

4. A description of each evaluation procedure assessment, record, or report the school district
used as a basis for the proposed or refused action.


Be clear and specific about the information used.

5. A description of other factors that are relevant to the LEA’s proposal or refusal.


Use this section to document important information and describe in detail any other
relevant factors that were used by the IEP team.

6. Statement of the protections available under IDEA and the means by which a copy of the
procedural safeguards may be obtained.
7. Sources to obtain assistance in understanding the provisions of IDEA.

Best Practice Tips:






Avoid leaving blanks and/or using terms such as not applicable, none, or NA.
Avoid abbreviations and jargon. Write the PWN in language understandable by a reader who is
not conversant in special education.
Proofread and avoid “cookie-cutter” PWN statements.
Ensure that the PWN is comprehensive and encompasses all proposed and/or refused actions,
even when there is agreement with the proposal.
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