IEP POLICIES
Scheduling:
· All IEPs must be scheduled, conducted and paperwork completed prior to the IEP expiration date.

· All parents and/or students are to receive notice of IEP meetings at least ten school days in advance.  

· All service providers, regular education teachers, and ODRs must receive at least ten school days notice prior to IEP meetings.

· If PAIS is to attend the IEP meeting, they must receive ten school days notice prior to IEP meeting.

Participation in the Development of an IEP:
· The ODR (Officially Designated Representative) must be in attendance at the IEP meeting and sign the IEP.  The ODR is the Principal or Assistant Principal at the school.
· If a student receives OT, PT, speech, APE, and/or counseling services, those persons are to be present for the IEP meeting.  If the IEP is being modified and does not affect that person’s area of service or curriculum, the school system and parent can agree to not have that person present.  The parent must put this agreement in writing. If a member of the IEP committee asks to be excused in whole or part and it involves modifications to or discussion of that member’s area, the parent and the school system will need to be in agreement about the excuse.   The parent will need to put it in writing.  The excused member will need to submit in writing input about the development of the IEP to the parent and IEP committee.  At least one regular education teacher must be in attendance at the IEP Meeting.

· All regular education teachers that teach the student must be involved in the development of the IEP, and at least one must attend the IEP meeting, and sign the IEP.   Each regular education teacher should provide input related to the area of instruction s/he teaches.  All regular education teachers involved with a student with behavior needs need to be involved in the development of the behavior plan and objectives.

· IEP Facilitator must be emailed at least five days prior to the meeting in order to proofread the IEP

· All signatures on the IEP must be in BLUE INK.

The IEP:
· IEPs must not be written during instructional times.

· Do not use white-out on any IEPs.  If a mistake is made, draw ONE line through it and initial.

· Do not change student’s placement to self contained setting without prior approval from IEP Facilitator.
· Send a copy of the IEP to IEP Facilitator along with appropriate attachments. (Use IEP checklist to ensure all information is sent to IEP Facilitator).    The parent receives a copy and the original IEP is placed in the center of the yellow folder. 
· An IEP checklist, SER Data Entry Sheet, and Due Process Checklist must be attached to IEPs.

