
 

Transition Planning  

Transition plans must be completed as part of the IEP (section 5) if a child is to turn 14 during the life of the IEP.  
Transition Planning Document Hub 

 
Intervention Specialist/Speech Language Pathologists will:  
 

1.​ Check the box that the student will turn 14 during the IEP year on the cover page. 
2.​ Complete transition assessments that would apply to the student you are working with. In some cases the 

assessments would be appropriate for all three areas and sometimes varying the assessments would be more 
appropriate. Please locate links to transition assessments available on the Transition Planning Doc Hub.  

3.​ Please write a goal for each of the three areas with the student. 
4.​ The Course of Study will be the same for all three of the goals.  
5.​ Target Graduation Date must be included which is located at the bottom of the page.  
6.​ Check what type of Secondary planning at the bottom of the page (this correlate to the EMIS page in the 

background) 
 
The Student Services District office will: 

​ Check EMIS when IEP is received for accuracy/alignment 

​ Check EMIS error report when provided by EMIS coordinator 
 

https://docs.google.com/document/d/10oeAa4JJ4Pb_FOo6wY1Yg5fLWiMoAXxMVYiUOX8XWmI/edit?usp=drive_link


‭Individualized Education Program‬
‭Writing Guide‬



‭Student Name__________________________________________‬
‭IEP Checklist Cover Sheet‬

‭Please send the‬‭original IEP‬‭,‬‭single-sided‬‭,‬‭in the‬‭following order‬‭to the Student Services Department.‬‭Please send as soon as‬
‭complete-do not hold them.‬ ‭Paperclip‬‭the original,‬‭no staples.  Make a copy for the building file.‬

‭Medicaid Form** For those that are missing or initial IEP**‬
‭IEP Checklist Cover Sheet‬
‭Cover page, w/student data and the dates (double-check dates)‬
‭Section 1 Future Planning‬
‭Section 2 Special Instructional Factors‬
‭Section 3 Profile‬

‭RIMP Information if applicable‬
‭Section 4 Extended School Year (Date to revisit if needed: April 30)‬
‭Section 5 Postsecondary Transition (if applicable)‬
‭Section 6 Measurable Annual Goals‬
‭Section 7 Description(s) of Specially Designed Services‬
‭Section 8  Transportation As A Related Service‬
‭Section 9  Nonacademic and Extracurricular Activities‬
‭Section 10  General Factors‬
‭Section 11  Least Restrictive Environment (complete dropdown too)‬
‭Section 12  Testing (also in section 7)‬
‭Section 13  Exemptions‬
‭Section 14  Meeting Participants‬
‭Section 15  Signatures (Fill in the correct location on the form) ** Rights of majority if turning 17‬

‭❏‬ ‭Docusign or Handwritten Signature‬
‭Section 16  Children With Visual Impairments (if applicable)‬
‭Alternate Assessment Participation Decision Making Tool‬
‭Prior Written Notice‬‭PR-01 (1-6 completed)‬
‭Parent Invitation‬‭PR-02 (signed/or with email agreeing‬‭attached)‬
‭Student Invitation‬‭PR-02 (signed by student)‬

‭❏‬ ‭Parent/Guardian Excusal PR-05 (if applicable)‬
‭❏‬ ‭Attempts to Contact PR-09 (if applicable)‬

‭Translated copies‬‭of all documents (if applicable)‬
‭FINALIZE/COMPLETE DOCUMENT‬
‭Attach Completed and‬‭Final Previous Progress Report‬
‭Paperclip‬‭all and send to Student Services as soon‬‭as complete‬
‭Provide Copies to family and place a copy in the cumulative folder in the office‬
‭Send a final copy to transportation (if applicable)‬

‭Administrator’s Signature_____________________________________________________________‬
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‭IEP District Representative Quick Guide‬

‭COVER PAGE‬
‭●‬ ‭Correct address, phone, parent information – any demographic changes?‬
‭●‬ ‭Correct meeting date and type‬
‭●‬ ‭IEP TIME LINES‬

‭o‬ ‭Correct ETR COMPLETION DATE: –‬‭verify date is same‬‭as signature date in‬
‭section 5 of current ETR‬‭!‬

‭o‬ ‭Next ETR/IEP (previous date less 1 day)‬
‭o‬ ‭IEP needs to end one date prior to the date of the current meeting date‬

‭1.  FUTURE PLANNING‬
‭●‬ ‭MUST be completed,‬‭even when parent does not attend‬‭.‬
‭●‬ ‭Include student interests (e.g, cosmetology, automobiles, science) that could inform‬

‭course of study or future goals on this‬‭or‬‭future‬‭IEPs.‬

‭2.  SPECIAL INSTRUCTIONAL FACTORS‬
‭●‬ ‭All items checked “yes” must be addressed in IEP.‬
‭●‬ ‭☑ Behavior = behavior goal in Section 6.‬
‭●‬ ‭☑ Communication = SLP services.‬
‭●‬ ‭☑ Assistive Tech = “Low” Tech and “High” Tech.‬

‭3.  PROFILE‬
‭“Big Picture” – inclusive summary of relevant information.‬
‭Can include:‬

‭●‬ ‭Student strengths and weaknesses,‬
‭●‬ ‭Concerns of the parent,‬
‭●‬ ‭Medical and safety information,‬
‭●‬ ‭Discipline information,‬
‭●‬ ‭Results of performance on state and district-wide assessments,‬
‭●‬ ‭How disability affects student’s access to general education &‬

‭accommodations/modifications/AT supports required.‬
‭●‬ ‭When services are‬‭not‬‭continuing for this IEP (e.g.,‬‭previous IEP included speech –‬

‭speech is being discontinued on this IEP).‬

‭4.  Extended School Year Services‬
‭●‬ ‭If team is considering more data put April 30th as the meet by date‬

‭5.  POST SECONDARY TRANSITION SERVICES‬
‭●‬ ‭MUST complete for student turning 14 during THIS IEP (student 13 years now, will‬

‭turn 14 during this IEP).‬
‭●‬ ‭MUST include goal & at least one objective for each of 3 goals.‬
‭●‬ ‭COURSES OF STUDY - must be same for all 3 goals.‬
‭●‬ ‭Graduation Target Date MUST be included – this is easy to miss at the bottom of‬

‭the page – PLEASE DOUBLE CHECK!‬

‭6.  MEASURABLE ANNUAL GOALS & OBJECTIVES‬
‭(Align w/ Special Instructional Factors from Sec. 2)‬

‭●‬ ‭Check that each goal is numbered and in correct sequence.‬
‭●‬ ‭PRESENT LEVEL: Summarizes child’s performance, indicates instructional and‬

‭functional level and includes numeric data.‬
‭●‬ ‭Goals contains:‬

‭o‬ ‭Who: student name‬
‭o‬ ‭Will do what: behavior (e.g, math calculation)‬
‭o‬ ‭To what level or degree: criterion (e.g., 80%, 4/5 trials).‬
‭o‬ ‭Under what conditions (e.g., grade level work, independently)‬
‭o‬ ‭In what length of time (e.g.,  this year, semester)‬

‭●‬ ‭METHOD OF MEASURING: must be indicated‬
‭●‬ ‭FREQUENCY: reporting period must be indicated.  For WLS it is it either 41/2 or 5‬

‭weeks (either is acceptable).‬

‭7.  DESCRIPTION OF SPECIALLY DESIGNED SERVICES‬
‭●‬ ‭Begin and end dates match IEP EFFECTIVE START/END dates on cover page.‬
‭●‬ ‭Specially designed services & supports are specific.‬

‭●‬ ‭Time: minutes Frequency: Daily or weekly or monthly (it is an assumed minimum,‬
‭do not write minimum or maximum)‬

‭●‬ ‭Accommodations providing access to course content, tests read, directions repeated‬
‭are described.‬

‭●‬ ‭Modifications altering course content (decreasing amount of information or choices,‬
‭simplifying information) are described.‬

‭●‬ ‭GOAL(S) Addressed‬‭: must link SPECIALLY DESIGNED INSTRUCTION‬‭and RELATED‬
‭SERVICES by goal number (e.g., Speech Therapist – G1 & G2).‬‭Every Goal must be‬
‭addressed in this section!‬

‭●‬ ‭ASSISTIVE TECHNOLOGY: include both “low” (e.g., picture schedule/pencil grip) and‬
‭“high” tech (e.g. communication device).‬

‭●‬ ‭Additional Adult Support or Aide support‬‭MUST BE APPROVED‬‭BY A‬
‭COORDINATOR‬‭PRIOR‬‭TO‬‭THE IEP‬‭!  Teachers‬‭do not‬‭have authority to add this‬
‭service to a student’s IEP.‬

‭8.  TRANSPORTATION‬
‭●‬ ‭Every “YES”/”NO” question needs to be ☑.‬
‭●‬ ‭Transportation‬‭is‬‭a related service when the student‬‭is moved based on his or her‬

‭disability (e.g., CD, ED, MD program placement) – not because a grade level is full‬
‭(overflow).‬

‭●‬ ‭Transportation accommodations/modifications include things like a wheelchair lift‬
‭or safety vest.‬

‭9.  NONACADEMIC & EXTRA-CURRICULAR ACTIVITIES‬
‭●‬ ‭Note when child participates in a‬‭school sponsored‬‭activity.‬

‭o‬ ‭Elem only‬‭: includes – Intramurals, cross-county, basketball,‬‭6‬‭th‬‭-grade camp.‬
‭(NOT: football, cheerleading, softball, baseball, boy/girl scouts, bowling).‬

‭●‬ ‭Q2: leave blank when child DOES participate in school sponsored activities for Q1.‬
‭When child does‬‭NOT‬‭participate in school sponsored‬‭activities (Q1), need a‬
‭statement after Q2 indicating why child does‬‭not‬‭participate.‬

‭10.  GENERAL FACTORS‬
‭●‬ ‭All areas MUST be  ☑ “YES”.‬
‭●‬ ‭ESY Must be ☑: ”…not necessary.” for most students.‬

‭11.  LEAST RESTRICTIVE ENVIRONMENT‬
‭●‬ ‭Q1: “YES” for most including “Overflow” students.‬
‭●‬ ‭When “NO” is  ☑ - box must contain explanation.‬
‭●‬ ‭Q2: ☑ “YES” when student receives all services with gen ed peers.  When ☑ “NO” –‬

‭must explain in box.‬

‭12.  STATEWIDE AND DISTRICT-WIDE TESTING‬
‭●‬ ‭ALL Questions must be ☑ “YES” or ”NO” on page.‬
‭●‬ ‭Easy to miss YES/NO question at top of table.  Please DOUBLE CHECK!  (Usually‬

‭“YES”).‬
‭●‬ ‭IF “participation” Question is ☑ “NO” (rarely) – skip table and move on to next‬

‭question and complete alternate assessment.‬
‭●‬ ‭When ☑ “YES” list accommodations and AT for each area.‬
‭●‬ ‭Alternate assessments-‬‭must fill out form‬

‭1‬‭3. EXEMPTIONS‬
‭●‬ ‭3GRG- mark if applicable‬
‭●‬ ‭High school- wait until senior year- mark what is applicable‬

‭14.  MEETING PARTICIPANTS‬
‭●‬ ‭IEP effective dates match the dates on cover page.‬
‭●‬ ‭All members at meeting sign the IEP.‬
‭●‬ ‭Make sure related services (e.g., speech, OT) sign when they contribute to IEP‬

‭(Sections 6 & 7).‬
‭●‬ ‭Gen Ed teacher must sign OR we MUST have Excusal Form prior to meeting.‬

‭15.  SIGNATURES‬
‭●‬ ‭Parent must sign.‬
‭●‬ ‭Complete “Procedural Safeguards” & “Copy of the IEP”.‬
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‭IEP Long Guide‬
‭BEFORE AN IEP MEETING‬

‭❏‬ ‭Create a new IEP in Special Programs‬
‭❏‬ ‭Create translated copy if necessary of all documents‬

‭❏‬ ‭After creating a new IEP, inform others who need to have access to the IEP (speech, IS, OT, etc.)‬
‭❏‬ ‭Arrange a meeting time with the parents (need 3 documented attempts)‬

‭❏‬ ‭Create Documents to Attempt Contact to record attempts‬
‭❏‬ ‭Create and Send home Parent Invitation‬

‭❏‬ ‭Invite (Google Calendar Invite)‬
‭❏‬ ‭District rep‬
‭❏‬ ‭General education teachers‬
‭❏‬ ‭Related service providers‬

‭❏‬ ‭Send reminder to the parent for IEP meeting (document attempt)‬
‭WRITING THE IEP‬
‭Front Page‬

‭●‬ ‭All demographic info is pulled automatically from PowerSchool‬
‭●‬ ‭If something is wrong, complete a change of address form to update Power School‬
‭●‬ ‭Fill in meeting dates for ETR (look at ETR copy for the correct date) & IEP‬
‭●‬ ‭List glasses, medication, etc. in other information‬
‭●‬ ‭Complete the checklist for each part being completed‬
‭●‬ ‭Complete Compliance Drop down‬

‭Section 1 (Future Planning)‬
‭●‬ ‭Completed at the meeting with parents‬

‭Section 2 (Special Instructional Factors)‬
‭●‬ ‭Click any that apply‬
‭●‬ ‭If you check the student has behavior needs, there needs to be behavior goal‬
‭●‬ ‭If the student receives speech, check communication needs‬

‭Section 3 (Profile)‬
‭●‬ ‭Fill in the categories (Delete categories which are not necessary)‬
‭●‬ ‭Related services will put their own information in‬
‭●‬ ‭RIMP information must be included K-3‬

‭Section 4 (Post Secondary Transition)‬
‭●‬ ‭Complete if age 14+‬

‭Section 5 (Secondary Planning)‬
‭●‬ ‭Select Non-Applicable unless the student will turn 14 within the span of the IEP.‬

‭Section 6 (Measurable Annual Goals)‬
‭●‬ ‭Create a goal based on the student’s ETR scores.  For SLD you will write a goal for the areas they qualify in:  math application,‬

‭math computation, reading fluency, reading comprehension, written expression, etc.  For OHI, ED, etc. look at their academic‬
‭testing on ETR.  Any area they scored below 85, you will write a goal for.‬

‭●‬ ‭Complete the present level with‬‭data‬‭and write a measurable‬‭annual goal/objectives.‬
‭●‬ ‭Method and Frequency for Progress Reports should say 12 weeks for Trimester and 9 weeks for quarters.  Check the written‬

‭report and the child’s progress will be reported to the child’s parents each time report cards are issued.‬
‭●‬ ‭Each team member will add his or her own goals:  OT, SLP, IS math, IS reading, etc.‬

‭Section 7 (Description of Specially Designed Services)‬
‭●‬ ‭List how you will provide services for each goal‬

‭○‬ ‭Detailed‬
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‭○‬ ‭Time- minutes‬
‭○‬ ‭Frequency- month/week/day‬
‭○‬ ‭DO NOT WRITE MINIMUM OR MAXIMUM‬

‭●‬ ‭Use the drop down menus to fill in information.‬
‭●‬ ‭Related service providers will complete the related service section if applicable.‬

‭Section 8 (Transportation as a Related Service)‬
‭●‬ ‭Complete the Yes/No questions.‬
‭●‬ ‭Note: to and from provider services is if we are transporting them somewhere to get the services in section 7‬
‭●‬ ‭Note: Securement system is for locking a wheelchair to the bus‬

‭Section 9 (Nonacademic and Extracurricular Activities)‬
‭●‬ ‭Use the drop down menu to complete the top box.‬

‭Section 10 (General Factors)‬
‭●‬ ‭Answer YES for the first 5 questions.‬
‭●‬ ‭Complete ESY question‬

‭○‬ ‭If yes, documentation and data is required‬
‭Section 11 (Least Restrictive Environment)‬

‭●‬ ‭Click on the appropriate percentage in the drop down menu for the amount of time the student is out of the general‬
‭education classroom.‬

‭●‬ ‭Typically the first box is yes.‬
‭●‬ ‭Use the drop down menu for the second box to justify why/when they will be out of the general education classroom.‬

‭Section 12 (Statewide and Districtwide Testing)‬
‭●‬ ‭Check YES or NO if the student will be participating in statewide tests with accommodations.‬
‭●‬ ‭Complete the accommodations for all subject areas.‬

‭*students can have text to speech on the ELA test only if they qualify in basic reading‬
‭*students can have a calculator/multiplication chart on the math test only if they qualify in math computation‬

‭●‬ ‭*extended time has to have a limit--for example, extended time (up to 50% or 100%)‬
‭●‬ ‭If the accommodation is listed in this section it is REQUIRED to be in section 7‬
‭●‬ ‭Use the drop down menus to complete the accommodations‬
‭●‬ ‭Mark the last box about the alternate assessment‬

‭○‬ ‭If “yes” complete last box‬
‭Section 13 (Exemptions)‬

‭●‬ ‭3GRG- Mark if applicable‬
‭●‬ ‭High school- Mark what is applicable (senior year)‬

‭Section 14 (Meeting Participants)‬
‭●‬ ‭Check which kind of meeting it will be.‬
‭●‬ ‭Everyone will sign at the meeting. (parents just write via phone or zoom)‬

‭Section 15 (Signatures)‬
‭●‬ ‭Parents will sign at the meeting (or send email agreement)‬

‭○‬ ‭Top section- If initial (required before services can be provided)‬
‭○‬ ‭Second Section- If reevaluation (not required as long as not a change in placement‬
‭○‬ ‭Third Section- If change of placement (Placement is not a location- Placement is the IE code on EMIS (ex: IE 13 to‬

‭IE 14)‬
‭●‬ ‭If parents do not attend the meeting, you only need them to sign if it is a change of placement.  Otherwise you are ok without‬

‭their signature as long as you have 3 documented attempts of contacting them.‬
‭●‬ ‭If it is a phone conference- Administrator asks if the parents are comfortable signing via phone‬

‭○‬ ‭Admin- sign for parents- initial- write “via phone”‬
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‭OTHER PAPERWORK NEEDED FOR THE MEETING‬
‭❏‬ ‭Draft copies of the IEP (@ least 1 extra)‬
‭❏‬ ‭Signature pages single sided!!‬
‭❏‬ ‭Additional Forms (if Applicable)‬

‭❏‬ ‭Emergency Action Plan‬
‭❏‬ ‭BIP‬
‭❏‬ ‭FBA‬

‭❏‬ ‭Prior Written Notice (give copy to parents too)‬
‭❏‬ ‭Attempts to Obtain Parent Participation‬
‭❏‬ ‭Parent Invitation (signed)‬
‭❏‬ ‭Student Invitation (if over age 14) - strikethrough parent signature and write student‬
‭❏‬ ‭A Guide to Parent Rights‬

‭DURING THE IEP MEETING‬
‭●‬ ‭The District Representative or Intervention Specialist will run the meetings‬
‭●‬ ‭Each person will go over their goals‬
‭●‬ ‭Parents will sign the IEP and‬‭leave with a copy‬

‭AFTER THE IEP MEETING‬
‭●‬ ‭Put a copy of the IEP in the confidential file of the student’s permanent file‬
‭●‬ ‭File a copy for yourself‬
‭●‬ ‭The original goes to Spenser Silver (Student Services Admin Asst),  if the Student Services Director  is there, she will take the‬

‭original‬
‭●‬ ‭A copy to the parents if they were not at the meeting‬
‭●‬ ‭Make sure all IEP documents are finalized in Special Programs and that the IEP is in the order of the checklist.‬
‭●‬ ‭Make Sure Transportation receives a copy if necessary‬

‭SPECIAL EDUCATION Administration‬

‭Kim Jude‬ ‭Director of Student Services‬

‭Carol Lentz‬ ‭Preschool Coordinator‬

‭Pam Forder‬ ‭Student Services Administrative Assistant‬

‭Spenser Silver‬ ‭Student Services Administrative Assistant‬

‭Courtney West‬ ‭Preschool Administrative Assistant‬
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