   MOREHOUSE PARISH SCHOOL BOARD
Special Education Services
IEP Process Documentation Log

For Initial IEP meetings, the timelines begin the date of the evaluation report.  For IEP annual reviews, the activities are to be initiated no later than 30 days prior to the anniversary date of the previous IEP.
STUDENT:            

 FORMTEXT 
          

 FORMTEXT 
     

 FORMTEXT 
        DOB: _______________ ​​STUDENT SSN: _________________________________
     

 FORMTEXT 
     
SCHOOL:           

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
        PARENT/GUARDIAN:     

 FORMTEXT 
     

 FORMTEXT 
                PHONE: ________________ 
TYPE IEP:  FORMCHECKBOX 
 Initial    FORMCHECKBOX 
 Review (Date of Previous IEP:     

 FORMTEXT 
     

 FORMTEXT 
      )     FORMCHECKBOX 
 Amended   FORMCHECKBOX 
 Interim 

	ACTION REQUIRED FIRST NOTICE  
	DEADLINE
	DATE OCCURRED
	COMMENTS

	1.  Receipt of Evaluation Report or Initiation of Annual Up-date
	Day 1
	1.
	1.

	2.  Review evaluation report, any previous IEP’s, and any other 
     pertinent information collected.
	Day 3 -5
	2.
	2.

	3a. Send parent Full/Effective Notice to schedule meeting. If 
      student is 15 send parent permission to invite adult agency.
	Day 7
	3a.
	3a.

	3b. Give student Full/Effective Notice to schedule meeting.
	
	3b.
	3b.

	4.  Receive parent permission to invite adult agency representative
	
	4.
	4.

	5a. Notify ODR and other participants. Include all necessary related 
      services personnel.  
	Day 8
	5a.
	5a.

	5b. Notify adult agency representative with invitation letter.
	
	5b.
	5b.

	6.  Verify meeting with parent, adult agencies, ODR and other 
      participants
	Day 10
	6.
	6.

	7.  Conduct Meeting (Initial IEP must have parent signature)
	Day 17 – 20
	7.
	7.


** If no response is received from the parent within three (3) days from the date of full/effective notice sent in item # 3, conduct the following activities
	ACTION REQUIRED SECOND NOTICE
	DEADLINE
	DATE OCCURRED
	COMMENTS

	8.  Send a second parent Full/Effective Notice letter
	Day 11
	8.
	8.

	9.  Verify the meeting with parent
	Day 14
	9.
	9.


*** If no response is received from the parent as a result of the second letter sent, attempt contacts such as telephone calls and sending notes home with   

       the student.  If initial IEP, meet with parent in work place if necessary.  Document attempts below.

	ACTION REQUIRED THIRD NOTICE
	CONTACT 
	DATE OCCURRED
	COMMENTS

	10.  List Dates and types of contacts made
	
	10.
	10.


*** If still no response from parents, schedule and conduct the meeting with other participants no later than day 20.  Indicate parent NOT PRESENT 
       in comment section of box #7 and list date the meeting was actually conducted.  (When the meeting is conducted without the parent, items 8 - 10  

       must be properly documented.)

	ACTION REQUIRED
	CONTACT
	DATE OCCURRED
	COMMENTS

	11. If parent does not attend the review IEP, make further attempts to  
      meet with the parent to explain the  IEP.
	
	11.
	11.

	12. If not able to meet with parent after 5 days to explain review IEP, 

      send IEP to IEP Facilitator.
	
	12.
	12.


Signature of Teacher with IEP Authority ________________________________________
MAINTAIN THIS DOCUMENT IN THE STUDENT’S CONFIDENTIAL SCHOOL FILE  


8/1/15
