District Process for IEP Documentation
	Action
	Responsibility



	
	

	Referral of Student for Suspected Disability and Initial IEP


	Parent Initiated
	Parent makes written request for special education evaluation
	Parent



	
	Administrator contacts parent in response to request
	Parent may opt to meet with school personnel and rescind request for evaluation (in writing).
	Administrator

	
	
	Parent wants evaluation.  Member of diagnostic team contacted immediately to inform of request to evaluate.
	Administrator

	School Initiated
	School contacts parent to make special education evaluation request.
	Administrator



	
	Administrator provides diagnostic team with student evaluation data to request special education evaluation.
	Administrator

	Evaluation and IEP
	Within 10 calendar days, parent meets with diagnostic team member and school personnel to review evaluation plan and request written consent to evaluate.
	Diagnostic Team Member

	
	Evaluation is completed and written report is provided to IEP team members 5 days prior to IEP team meeting.
	Diagnostic Team Member

	
	Student 
does not meet eligibility criteria and is in need of Special Education
	Create, finalize, and distribute IEP invitation to IEP team.
(Required IEP team: Admin. rep, GE teacher, MET rep., Parent)
	District Designated 

	
	
	Chair IEP team meeting.
	Diagnostic Team Member

	
	
	Administrator completes Notice and is attached to IEP as district’s offer of a FAPE.
	Administrator

	
	
	Provide parent with IEP and Notice.
	Administrator



	
	
	Place original IEP, Notice, and MET report in CA60.
	Building Secretary



	
	
	Copy pgs.1 & 2 of IEP, Notice, and MET report and forward to CEISD SE secretary.
	Diagnostic Team Member

	
	Student meets eligibility criteria
	Create, finalize, and distribute IEP invitation to IEP team members.
(Required IEP team:  Admin. rep , GE teacher, SE provider, MET rep., Parent)
	SE Case Manager

	
	
	Chair IEP team meeting.
	SE Case Manager 


	
	
	Administrator completes Notice and is attached to IEP as district’s offer of a FAPE.
	Administrator

	
	
	Provide parent with IEP and Notice.
	Administrator



	
	
	Parent does not respond to district request for written consent to implement IEP within 
10 calendar days.
	Document repeated attempts to obtain written response from parent.
	Administrator

	
	
	
	After approx. 15 calendar days, inform parent by letter that IEP process is closed.
	Administrator

	
	
	Parent provides written consent to implement IEP within 10 calendar days. 
	Implement IEP according to implementation date.
	Administrator, SE providers

	
	
	Place original IEP, Notice, and MET report in CA60.  Attach letter sent to parent if closing IEP process.
	Building Secretary

	
	
	Copy pgs.1 & 2 of IEP, Notice, and MET report and forward to CEISD SE secretary.
	SE Case Manager

	Annual IEP Documentation

	Create, finalize, and distribute IEP invitation to IEP team members.
(Required IEP team:  Admin. rep , GE  teacher , SE provider, Parent)
	SE Case Manager

	Chair IEP team meeting.
	SE Case Manager 


	Administrator completes Notice as district’s offer of a FAPE and is attached to IEP.
	Administrator



	Provide parent with IEP and Notice as soon as district completes.
	District Designee



	Copy pgs.1 & 2 of IEP and Notice, and forward to CEISD SE secretary.
	SE Case Manager 
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