Responsibilities in the CEPT Process

When a school states that they have exhausted their ability to implement a student’s IEP in their
school programs and regionalized programs were considered and rejected, then the team makes a
referral to the Central Education Placement Team (CEPT). The steps below outline the necessary
actions in that process and the timelines associated with those actions. It is imperative that the CEPT
convene as quickly as possible to consider the free, appropriate, public education of the student.

The time from referral to CEPT in an IEP Team meeting and the CEPT meeting should be no more

than 30 calendar days.
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Action Party Responsible Timeline Total Day Count

School team makes referral to School-based team
CEPT with DSE
representation present at the
IEP meeting

DSE representative completes DSE IF or RT Same day as Day 0
the CEPT Referral Google meeting
Form to alert CEPT that a
student has been referred

DSE representative shares the DSEIF or RT Within 2 business Day 2
referral packet documents days of the
with school-based team and referral meeting
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Program Assistant assigned to
that school

additional information
needed to Facilitator of CEPT

AND

School team begins notice
and alerts Program Assistant
for CEPT when school team

members have been added

School-based team and School-based team and | Within 5 business Day 7
Program Assistant compile Program Assistant days of receiving
documents and submit to the packet
their RT for review documents from
DSE staff
DSE RT and IF complete DSE IF and RT Within 3 business Day 10
review of the packet and days of receiving
submit for CEPT review the packet
documents from
the school-based
team
CEPT review is completed Facilitator of CEPT Within 5 business Day 15
and a tentative meeting date days of receiving
is provided to DSE staff the packet
documents from
the DSE support
team
DSE support team confirms DSEIF or RT Within 2 business Day 17
date with school team and days of receiving
provides any proposed date
feedback/necessary revision
from Facilitator of CEPT
School team confirms date School-based team Within 3 business Day 20
with parent and begins work days of receiving
on revisions/provides date and feedback
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based teams

IEP Team Meeting Notice Program Assistant for | Within 2 business Day 22
and log-in information is sent CEPT days of school
to parent to provide families team completion
with 10 days notice of of notice
proposed meeting date
CEPT Meeting is held and Facilitator of CEPT,
placement determination is Program Assistant for
made CEPT, DSE staff, school-

If placement determination
includes nonpublic schools,
referrals are sent for
consideration

Program Assistant for
CEPT

Within 2 business
days of the CEPT
meeting being
held

May 2025




