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TO PROPERLY USE THE VALIDATE BUTTON 

 

 From the IEP Menu, click on the triangle next to IEP De-

mographics. 

 Next click on the tab that says “Perform Operation requiring Entire 

Form Access”. 

 Then click on the “Validate Form” button. 

 Now click on each area in red that pops up on the right side of the 

screen, make the necessary corrections. 

 Continue to go back to the “Perform Operations Requiring Entire 
Form Access” page until you can see the “Mark IEP Complete” 

turn black. 

 Click on the “Mark IEP Complete” a warning will pop up twice, say 

“OK” both times. 

 At least two parent contacts are documented. Note if the parent 
did not attend / did not respond IEP. 

 MET and REED information and dates are indicated on the 
green jacket for reevaluations. 

 All dates and student identification are completed accurately. 
 All participant signatures are completed on all necessary forms. 
 All reports are attached to MET report. 
 Eligibility is the primary disability. 
 Include the invitation for the REED and the separate invitation 

for the IEP meeting. 
 Appropriate programs and services are identified. Specific time 

and frequency of services are indicated. 
 Appropriated support/related services are indicated. 
 Least Restrictive Environment (LRE) considerations are ad-

dressed. 
 Quarterly progress reports are completed in conjunction with 

report cards. A copy of most recent progress report should ac-
company the IEP to the office. 

 Transportation concerns have been addressed. 
 
 

IEP CHECK LIST 
Medicaid Billing 

 As a Para, did you move 

to another classroom?  

Did you inform the Sped 

office? (7523) 

 As a Para, did you move 

to another building? Did 

you inform the Sped of-

fice? (7523) 

 Did you check the stu-

dent’s eligibility? 

 Do you have a current 

Personal Care Form? 

 Did you mark your billing 

“Read To Bill”? 

 Did you make corrections 

from the previous month, 

if any, and mark them 

“Ready to Bill”? 

 Did you forget your pass-

word? Call the help desk 

at 248.209.2060. 

 If a student was absent 

for the day or a part of 

the day, you may notice a 

red notebook next to the 

date of service. This is a 

filter to make sure you 

are not billing for a stu-

dent in error.  

 Need help, click the link 

 Personal Care  

 Direct Service  

https://drive.google.com/file/d/1IRyYcZBmPuGgtc02TYPAq3A6uedSyLaM/view?usp=sharing
https://drive.google.com/file/d/19O5H-ez7jtuJuffnI9WiOSWJtXs3CjcD/view?usp=sharing
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What can be  worked out 

in the class with student, 

teacher, parent? 

Is this concern a bad 

behavior or habit? 
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All paperwork for 

IEP’s - annual 

and reevalua-

tions—MUST BE 

submitted to the 

office within 5 

days after the 

meeting has 

been held. 

 

March 
 Review IEP’s of ALL Special 

Ed Students on your case-
load. 

 
 Case managers should com-

plete IEP at a glance for regu-
lar education teachers. Or 
use the Report to Classroom 
Teachers availabe in SEEFS. 

 
 Review caseload / identify 

students / make corrections 
on Student Transfer Form. 

 
 ALL Emotionally Impaired (EI) 

students MUST have a cur-
rent BIP. 

 
 Establish new discipline bind-

ers for each student. 
 
 First month of school, all stu-

dents must be tested using 
the Brigance Test. 

 
 Review 3 year IEP Dates / 

Annual IEP Dates. 
 
 Schedule 3 year re-

evaluations with the school 
psychologist. 


