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Special Education Documentation

IEP Documents (Initial, Annual, Reevaluation, Ineligible)
· Convene IEP team meeting
· Finalize IEP document – At the time the administrator is prepared to sign Notice for Provision of Programs and Services (Make sure the meeting date for the IEP is the date of admin. signature)
· Provide parent with copy of IEP document and Notice
· Submit single-sided copies to Char-Em ISD special education secretary

· Staple a copy of page 1, page 2 and the Notice page and immediately submit to Char-Em ISD special education secretary
· Staple COMPLETE IEP with Notice and copy of IEP invitation and place in the student’s CA60

MET Report

· Convene MET IEP team meeting
· Provide parent with copy of MET document

· Submit a copy of single-sided MET report to Char-Em ISD special education secretary


Order of Stapled

MET Report
· Place original MET documentation in the student’s CA60

IEP Amendment

· Complete amendment 

· Administrator completes Notice of Provision of Programs and Services
· Provide parent with copy of amendment documentation
· Distribute copy of the amendment to all service providers

· Staple a copy of page 1 and the Notice page and submit to Char-Em ISD special education secretary
· Attach completed amendment with signatures to the current IEP located in the student’s CA60

Manifestation Determination Review

· Complete/finalize manifestation determination review 

· Building administrator and parent sign MDR

· Provide parent with copy of MDR document

· Staple a copy of the MDR and Functional Behavior Assessment (FBA) and submit to


Char-Em ISD special education secretary
· Place original of completed MDR (with signatures) and FBA in the student’s CA60

Summary of Academic Achievement and Functional Performance
· Complete Summary of Academic Achievement and Functional Performance (SOP)

· Provide parent with copy of SOP document

· Place completed (SOP) in student’s CA60

Do Not Send Original Documents to Char-Em ISD
Written report


Teacher Documentation (if included with MET report


Face Sheet (if part of the MET report documentation)


Evaluation Plan
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