Process for Developing IEP
	When
	(
	What
	Who

	
	
	
	

	6 weeks prior to meeting

PLANNING PHASE
	
	Schedule IEP meeting 

· inform all team members of date/time 
	Case Manager (CM) with each IEP team member

	
	
	· ask for preferences on how team will communicate during planning phase (e.g. via student, mail, email, planning conference, etc.)
	

	
	
	· get written consent if information is to be shared electronically
	

	
	
	Confirm attendance
	Each team member with  CM

	
	
	Determine who will support the student in preparing and planning for the IEP meeting
	CM and IEP team members

	
	
	Determine what information gathering materials will be used (e.g. forms from It’s About Me  or others agreed to by IEP team)
	CM in consultation with IEP team members

	
	
	Send information package to all team members 
forms for gathering information 

· General information (strengths, concerns, needs

      interests, behavior issues, communication skills,   

      social skills, friendships, transition, etc.) 
	CM

	
	
	· PLoP input form
	

	
	
	· Goals input form
	

	
	
	· SOLs for next year
	

	
	
	· Current year grades, IEP progress, teacher input/observations (including Gen Ed), test scores, classroom performance data, other  relevant information
	

	
	
	· Services, Placement and Accommodation input form
	

	
	
	If parent needs help understanding SOLs and grade level expectations, parent requests meeting
	Parent to CM or  SOL Coordinator for the county

	
	
	If parent needs help interpreting test results, parent requests assistance
	

	
	
	IEP team member identified to support the student, works with the student to review SOLs for next year and assist student develop input
	

	4 weeks prior to meeting 
	
	All information gathering forms completed by team members and returned
	IEP Team members to CM

	
	
	All information is incorporated into a draft
	CM

	2 weeks prior to meeting
	
	Draft of IEP shared with all IEP team members for review
	CM and IEP team members

	
	
	Ongoing communication and refinement of draft  via the method selected by the team (by mail, email, in conferences, etc)
	CM and IEP team members

	
	
	Final draft sent to all IEP team members at least 2 days in advance of meeting
	CM

	Day of meeting
	
	Meeting occurs; final IEP completed
	IEP Team
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