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Evaluations
Child Find: Initial Evaluation for Special Education
Disability Suspected (DS) Form
BUTTON: View DS Form

Overview
When there may be a disability suspected and/or a parent requests an evaluation, the Area
Education Agency (AEA), or the AEA in conjunction with the district, reviews available information,
including the results of any previous interventions, educational records, the information provided
by individuals with knowledge of the child (e.g., the parents, teachers, caregivers, the child, etc.),
observations of the child in learning environments, and any tests/assessments. Based on the
review of information, the team completes the Disability Suspected (DS) form, which documents
the team’s considerations.
PROMPT: Are there data to suggest that:
●

The child has a diagnosis of a condition that is specifically listed in IDEA’s disability
categories or is clearly included within one of IDEA’s disability categories; AND

●

The condition has a discernible effect on educational performance

DOCUMENT: Check “Yes” if this applies to the child being considered. If yes, summarize the data
used to conclude that the child meets this condition. Diagnoses from a mental or medical health
professional will often meet the criteria for an IDEA condition, but do not check “yes” on the basis
of a diagnosed condition alone. A diagnosed condition is suspected to be an IDEA disability only if
it creates a discernible effect on educational performance.
PROMPT: Are there data to suggest that:
●

The child is not meeting standards; AND

●

The child is unique when compared to peers

DOCUMENT: Check “Yes” if this applies to the child being considered. If yes, summarize the data
used to conclude that the child meets this condition.
PROMPT: Are there data to suggest that:
●

The child has received high-quality instruction (general instruction and evidence-based
supplemental instruction); AND

●

The child’s performance is not meeting standards and is not progressing towards meeting
standards

DOCUMENT: Check “Yes” if this applies to the child being considered. If yes, summarize the data
used to conclude that the child meets this condition.
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PROMPT: Are there data to suggest that:
●

The child has received high-quality instruction (general instruction and evidence-based
supplemental instruction); AND

●

Is meeting standards or is progressing towards meeting standards; BUT

●

Requires continued and substantial effort that may include the provision of special
education and related services

DOCUMENT: Check “Yes” if this applies to the child being considered. If yes, summarize the data
used to conclude that the child meets this condition.
PROMPT: If a disability is not suspected: If the team has responded “No” to all items above,
provide a rationale for the decision not to suspect (e.g., educational performance has changed
recently; other, more plausible factors than disability account for the child’s performance; needs
can be met through general education interventions, etc.).
DOCUMENT: Summarize why the facts and circumstances that have been considered support the
conclusion that disability is not suspected.
PROMPT: Participants involved in the decision
DOCUMENT: The individuals involved and the degree of parental involvement (information
source, meeting participant, etc.) depends on the circumstances. Participants in this decision
making are identified by the AEA or AEA in conjunction with the district.
PROMPT: Date of Determination
DOCUMENT: The date on which the disability suspected process was carried out.
Notes (at the bottom of the form):
●

If it is determined that a disability is suspected, parental consent for a Full and Individual
Initial Evaluation (FIIE) must be sought promptly

●

Prior Written Notice of a refusal to conduct an evaluation must be provided when parents
have requested an evaluation and disability is not suspected

●

The Disability Suspected form must be retained and treated as an educational record

Key Terms
Diagnosis of an IDEA condition. IDEA identifies categories of disability, not specific disabilities
(autism; deaf-blindness; deafness; emotional disturbance; hearing impairment; intellectual
disability; orthopedic impairment; other health impairment; specific learning disability; speech or
language impairment; traumatic brain injury; visual impairment; including blindness). IDEA’s
disability definitions are purposefully broad and potentially include a wide range of diagnoses from
medical and mental health professionals.
Discernible effect. Remember that the “bar” for establishing suspicion is low. “Discernible” means
that the effects of the diagnosed condition are noticeable and may impede educational progress or
performance or may impede participation in or access to educational settings and opportunities.
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Not meeting standards. Consider any information that reflects whether or not the child’s
performance is different from typical expectations for age and grade. Progress and status related
to the expectations of the Iowa Core or other accepted standards and assessments allowing
comparison to statewide or nationwide peers assists in this consideration.
Uniqueness of the child’s performance. Consider any information that reflects whether or not
the child’s performance is different from peers in the school or community with similar
developmental and educational experiences. The purpose of this information is to assist in
determining if the concerns relate to the child (i.e., are indicative of disability) or the concerns are
shared by a significant number of others with similar backgrounds and may be indicative of a
problem with the general education system of supports and instruction.
Provision of special education and related services. “Child find … must include … a child who
is suspected of being a child with a disability and in need of special education, even though the
child is advancing from grade to grade” and “if interventions are demonstrated to be effective but
require continued and substantial effort that may include the provision of special education and
related services, the agency shall then conduct a full and individual initial evaluation.”
[281-41.111(3) & 281-41.312(3)]
Therefore, it is possible that an individual’s performance is not different from standards or
expectations, but that disability is suspected because of the nature or extent of the supports
needed to maintain/improve the individual’s performance.

Educational Evaluation Report (EER)
BUTTON: View EER

Overview
The Educational Evaluation Report (EER) is completed by the evaluation team during the initial
evaluation process. At the conclusion of the evaluation (within 60 days of the public agency
receiving signed consent for a Full and Individual Initial Evaluation (FIIE)), the evaluation team will
use the information to make an eligibility determination.
PROMPT: Eligibility Meeting
DOCUMENT: The actual date the meeting is held to determine eligibility.
PROMPT: Name & Other Demographic Information
DOCUMENT: It is imperative that the demographic information is complete and accurate. This
includes the individual’s name, date of birth, resident and attending district information, and parent
information.
PROMPT: Individuals Contributing to this Evaluation
DOCUMENT: List all AEA and LEA staff who contributed to the completion of the Full and Individual
Initial Evaluation (FIIE).
PROMPT: Contact Person for this Report
DOCUMENT: The designated AEA contact person/case manager for this evaluation is responsible
for ensuring that information is gathered, the evaluation is completed, and that all documentation is
submitted. This person serves as the contact if additional information or clarification is needed.
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Individual Information
PROMPT: Performance Domains
DOCUMENT: Check the domains to be included in the Full and Individual Initial Evaluation (FIIE)
as identified on the Consent for FIIE.
PROMPT: Area(s) of concern
DOCUMENT: List areas of concern (using the descriptors listed under each performance domain)
to be addressed in this evaluation. For example, basic reading skills under the domain of
academics; self-regulation under the domain of behavior; receptive vocabulary skills under the
domain of communication.
PROMPT: Concerns are pervasive across different times and/or different settings
DOCUMENT: Describe the evidence to support whether or not the area of concern is pervasive
across different times and settings.
PROMPT: Individual’s strengths
DOCUMENT: A statement about the individual’s educationally relevant strengths in the areas of
concern is provided here. This statement should include information about the strengths that will
assist the team in planning to meet the individual’s educational needs. Areas of strength that have
no impact or relevance in the school setting should not be included.
PROMPT: Access and opportunity to learn
DOCUMENT: Describe ways in which access and opportunity were assured for this individual to
learn what was expected. Include evidence as to whether or not the individual was provided with
appropriate core and supplemental instruction delivered by qualified personnel.
PROMPT: Factors
DOCUMENT: Provide a brief description of whether or not the concerns are primarily caused by
any of the following factors:
●

Limited English proficiency

●

A lack of appropriate instruction in reading, including the essential components of reading
instruction

●

A lack of appropriate instruction in math

At the conclusion of the evaluation, the team will consider whether or not any of these factors
would exclude a child from the consideration of being an eligible individual.

Educational Progress
Progress means performance over time. In addressing progress, the team considers data that
have been collected about the individual’s performance over time in relation to the interventions
that have been provided. The evaluation must provide evidence as to whether or not the
individual’s performance is persistently below the educational standard(s) and age or grade-level
expectation(s).
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PROMPT: Performance Domain
DOCUMENT: Domain(s) will pre-populate from the Consent for FIIE
PROMPT: List the Iowa Core Standards and Benchmarks or Early Learning Standards and
Benchmarks for the individual’s age and/or grade level in this area of concern
DOCUMENT: List one or more Iowa Core Standards and Benchmarks or Early Learning
Standards and Benchmarks of the core instruction program in the area(s) of concern for the
individual’s age and/or grade level. Identify the standards that align with the functional implications
of the area(s) of concern.
PROMPT: Using multiple assessment methods and data sources, including progress data
collected on a frequent and regular basis, summarize the individual’s response to the targeted or
intensified instruction that was provided.
DOCUMENT: Description reported in this section should be sufficient enough that the reader can
identify all three of the elements listed in the evaluation prompts: (a) the elements utilized for
supplemental or intensified instruction, curriculum, and environmental changes that address the
area of concern; (b) details to explain how the supplemental, or intensified instruction, curriculum,
and environmental changes match with the needs identified for the individual; and (c) details of
how the supplemental or intensified instruction, curriculum, and environmental changes were
implemented (include changes made to the plan and whether or not the plan was implemented as
designed).
PROMPT: Describe the targeted or intensified instruction, curriculum, and environmental changes
provided to address this area of concern.
DOCUMENT: Provide information that describes the instruction, curriculum, and environmental
change put in place to target the area of concern.
PROMPT: Describe how the interventions were matched to the individual’s needs.
DOCUMENT: Provide information that describes the alignment of the intervention to needs of the
individual.
PROMPT: Describe how interventions were implemented. (Were interventions implemented as
designed? Were changes to interventions made?)
DOCUMENT: Provide information that describes implementation of the intervention, including
fidelity and any adjustments.

Response to Intervention Performance Results
PROMPT: Standard of comparison
DOCUMENT: Provide information that indicates the standard of comparison.
PROMPT: Expected level of performance prior to intervention
DOCUMENT: Indicated the expected level of performance determined prior to engaging in
supplemental or intensive instruction. Expected performance must include a numeric value.
PROMPT: Expected level of performance following intervention
DOCUMENT: Indicated the expected level of performance following supplemental or intensive
instruction. Expected performance must include a numeric value.
AEA IEP Documentation Guide
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PROMPT: Expected rate of progress
DOCUMENT: Indicated the expected rate of progress.
PROMPT: This individual’s level of performance prior to intervention (i.e., baseline)
DOCUMENT: Provide information that indicates the individual’s performance prior to engaging in
supplemental or intensive instruction. Baseline must include a numeric value. Baseline
performance should be indicated for each area of instructional focus.
PROMPT: This individual’s level of performance following intervention
DOCUMENT: Provide information that indicates the individual’s performance and expected
performance after engaging in supplemental or intensive instruction. These must include a
numeric value.
PROMPT: This individual’s rate of progress
DOCUMENT: Document the analysis comparing the individual’s rate or slope of progress to the
expected rate or slope of progress.
PROMPT: If the individual received supplemental instruction in a small group, describe his/her
response in comparison to how the other individuals in the group responded (may be answered
“No other students received the same intervention”).
DOCUMENT: If the individual participated in supplemental instruction with a group of peers,
describe his or her rate of progress compared to the progress made by the other individuals in that
group. If the individual did not receive a group intervention, the question may be answered “No
other students received the same intervention.”
PROMPT: Identify the instruction, interventions, and environmental changes under which the
individual experienced the most growth or success.
DOCUMENT: Describe the instruction, interventions, curricular materials, and/or environmental
changes that assisted the individual in making the most growth or having the most success.
PROMPT: Describe any other information relevant to understanding the individual’s rate of
acquisition or progress.
DOCUMENT: Provide a description of any relevant factors or circumstances (e.g., health, sensory
functioning, physical limitations, etc.) that have not been addressed elsewhere in this report.
PROMPT: Using the data above and any other relevant information, summarize the significance of
this individual’s rate of progress.
DOCUMENT: Write a summative assessment conclusion that describes the magnitude and
significance of the rate of progress difference(s). Include the educational implications for the
difference(s). The summary should reference the data above, as well as implementation integrity.

Educational Discrepancy
Discrepancy is the difference between the individual’s current level of performance and the
expected level of performance for individuals of the same age, grade, or other established
standards. The evaluation relies on multiple sources of data for each area of concern to describe
the individual’s performance in comparison to peers or educational standards, and if the
individual’s performance is unique within a comparable group.
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The evaluation team must report the performance results for each domain identified on the
Consent for FIIE.
PROMPT: Performance Domain
DOCUMENT: Identify the performance domain(s) listed on the Individual Information section of the
EER. Each performance domain identified on the Consent for FIIE form should be addressed in
this section.
PROMPT: Area of Concern (column)
DOCUMENT: Indicate the area(s) of concern for the data being reported. Select from the
descriptors under each performance domain. This should match the area of concern(s) identified
in the Individual Information section. There may be multiple areas of concern within the same
domain (i.e., Basic Reading and Math Computation both in the domain of Academics).
PROMPT: Data Source (column)
DOCUMENT: For each area of concern, using multiple data sources, identify each source of data.
A convergence of data is needed to make a discrepancy decision. Examples of data sources could
include a review of cumulative record, parent interviews, classroom observations, Statewide
Assessments, DIBELS ORF, etc.
PROMPT: Data Source Date(s) (column)
DOCUMENT: Indicate the date(s) that the data was gathered or the assessments were completed.
Data reported here should be sufficiently current and relevant to decision making. For example,
ending performance data from progress monitoring should be used as opposed to baseline data.
PROMPT: Peer/Expected Performance (column)
DOCUMENT: Indicate expected performance level using established numerical standards of
comparison. Possible standards include: percentile ranks; standard scores; peer performance;
age/grade levels; developmental norms; medical standards; local district, AEA, state, or national
norms; etc. An appropriate expectation would be based on a minimal level of performance relative
to the comparison group.
PROMPT: Individual’s Current Performance (column)
DOCUMENT: State the individual’s current performance following acceptable measurement
conventions for nominal, ordinal, ratio, and interval data.
PROMPT: Using the data above, and any other relevant information (including qualitative,
descriptive information), summarize the individual’s level of performance in comparison to peers or
other educational standards. (Compare this child’s performance to children across the state or
nation or to generally accepted developmental milestones or educational expectations. What
additional factors are important to understanding the individual’s level of performance?
Is performance meeting standards, but is sustained by interventions?)
DOCUMENT: Using a convergence of data, consider the individual’s performance in comparison
to peers and/or expected performance standards/levels. Utilize the numeric data from the
discrepancy table as well as other relevant descriptive data to determine whether or not a
convergence of data has been established. Convergence means there is a preponderance of data
that clearly demonstrates the discrepancy conclusion reported. Consideration should be given to
those measures which are direct and functional, requiring little inference.
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PROMPT: Using the data above, and any other relevant information (including qualitative,
descriptive information), summarize whether or not the individual’s performance (following the
provision of adequate general education instruction and supplemental or intensified instruction) is
unique from a comparable group. (Compare this child’s performance to children in his/her small
group, classroom, school, or district who have had similar educational experiences.)
DOCUMENT: Determine whether or not the individual’s performance is unique when compared to
the performance of others in a comparable group receiving the same or similar instruction.
This comparison allows for a local discrepancy comparison as well as allowing the team to
consider setting and instruction when making a discrepancy decision. The uniqueness
consideration is a local comparison of an individual to a smaller subgroup in terms of the
conditions (instruction, setting) within which learning takes place and the characteristics
(peer makeup within a group) of a comparable group.
To consider uniqueness, the same discrepancy data are often used, but the standard of
comparison is different. For example, a DIBELS reading score can be compared to a
research-based benchmark in the discrepancy comparison above and to the percent of students in
the grade level or small instructional group as a measure of uniqueness.

Educational Needs
Educational needs are the instructional strategies, services, activities and supports, and the
accommodations and modifications required in order for the individual to be involved and make
progress in the general curriculum. The evaluation describes the individual’s educational needs in
the areas of instruction, curriculum, environment, and additional learning supports.
Based on evidence from the analysis of the Progress and Discrepancy components of the
evaluation, the functional implications of the individual’s performance, as well as other
educationally relevant information, describe the individual’s needs in the following areas.
PROMPT: Instruction (i.e., instructional strategies and methods that will enable learning,
reinforcement/motivational strategies)
DOCUMENT: Describe the individual’s needs in the area of instruction. Instruction is how the
individual needs to be taught. For example: Does the individual need to receive instruction
frequently and for a significant duration of time? Are there specific instructional practices that have
been shown to be successful for the individual (i.e., additional modeling, frequent feedback,
reinforcement)? It may be appropriate to indicate that the current instructional program in place
within the general education setting (including supplemental supports) is sufficient to meet the
individual’s needs.
PROMPT: Curriculum (i.e., content of instruction, specific skills and concepts the individual
needs to learn)
DOCUMENT: Describe the individual’s needs for curriculum content, expectations, concepts, or
skills in each area of concern. It may be appropriate to indicate that the current curricula in place
within the general education setting (including supplemental supports) are sufficient to meet the
individual’s needs.
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PROMPT: Environment (i.e., adaptations to procedures, schedules, routines, behavioral
expectations, room or seating arrangements, adaptive supports)
DOCUMENT: Specify the individual’s needs for the learning environment (i.e., context for learning,
adaptations to procedures, schedules, routines, behavioral expectations, room or seating
arrangements, or materials that are needed). It may be appropriate to indicate that the current
environmental supports in place within the general education setting are sufficient to meet the
individual’s needs.
PROMPT: Additional Learning Supports (i.e., family supports or involvement, community
partnerships, transition supports, supports for engagement, assistive technology, other
accommodations that are needed)
DOCUMENT: Identify additional learning supports needed by the individual (i.e., family supports or
involvement, community partnerships, transition supports, supports for engagement, assistive
technology, and other accommodations). It may be appropriate to indicate that the current learning
supports in place within the general education setting are sufficient to meet the individual’s needs.
Examples:
●
●
●
●

EER Academic Sample
EER Communication Sample
EER Behavior Sample
EER Early Childhood Sample

Eligibility Determination Worksheet (EDW)
Overview
The Eligibility Determination Worksheet is completed within the Child Find Process but does not
print out as a form. However, much of the data captured in the EDW does print out on the
IMS Summary.
PROMPT: Consent for Initial Evaluation Provided to Parent(s)
DOCUMENT: The date the Consent for Evaluation was provided to the parent.

After Signed Consent is Received
PROMPT: Date Consent for Initial Evaluation Signed
DOCUMENT: The date the Consent was signed by the parent.
PROMPT: A signed Consent for Initial Evaluation form was not received.
DOCUMENT: Check this box if the signed consent is not received.
PROMPT: Consent Received
DOCUMENT: The date the Consent for Initial Evaluation is received by the public agency (LEA/AEA).
This date may be different from the date signed.
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Consent and Meetings
PROMPT: Eligibility Meeting Due
DOCUMENT: This is the date the eligibility determination meeting is due to be held by. This date is
auto-filled by the system based on the date of receipt of the signed Consent for Initial Evaluation.
PROMPT: Meeting Held, Date Reason if not held
DOCUMENT: Whether the eligibility meeting was not held within 60 days of receiving signed
consent, select the reason the timeline was not met:
●
●
●
●
●
●

Parent Failure/Refusal
Student hospitalization/Long-term illness
Natural Disaster
Moved
No valid reason
Public Health Emergency – COVID-19

PROMPT: Initial IEP Teacher (Page A)
DOCUMENT: Enter the name of the IEP teacher list on Page A of the IEP.
PROMPT: IEP meeting Date (Page A)
DOCUMENT: Enter the date of the Initial IEP meeting.

Eligibility
PROMPT: Student eligible, Result
DOCUMENT: If Yes, select either “Students will receive an IEP” or “Parent/s declined services.”

Determination Timeline
PROMPT: Eligibility meeting held within 60 days of the signed consent
DOCUMENT: Select Yes or No
PROMPT: Reason
DOCUMENT: If No, select the reason the meeting was not held within 60 days. The options are:
Parent Failure or Refusal, Student’s hospitalization/Long-term illness, Natural Disaster, Moved, No
Valid reason, or Public Health Emergency – COVID-19.

IEP Implementation Timeline
PROMPT: IEP services were initiated by the child’s 3rd birthday
DOCUMENT: Select Yes or No
PROMPT: Reason
DOCUMENT: If No, select the reason the meeting was not held by the 3rd birthday. The options are:
Student Moved Out of State, Parent Failure or Refusal, or Public Health Emergency – COVID-19.
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Notification of Incomplete Determination Due to the Student Moving
PROMPT: Child Moved
DOCUMENT: Select Out of State or And unable to locate the student.

Reevaluation for Special Education
Page R – Reevaluation Questions
BUTTON: View Reevaluation Page

Overview
Reevaluations of eligible individuals are required every three years, or sooner:
●

If the IEP team determines that the educational or related services needs, including
improved academic achievement and functional performance, of the child warrant a
reevaluation; OR

●

If the child’s parent or teacher requests a reevaluation; OR

●

If the IEP team will be considering whether a child is no longer an eligible individual; OR

●

If the reevaluation of a transfer student from out-of-state is needed to either establish
eligibility or to develop an appropriate IEP

During the reevaluation process, the child is assessed in all areas related to the disability.
Reevaluations are not to occur more than once a year, unless the parent and the LEA and/or AEA
agree otherwise. Also, a reevaluation is not required to exit a student from services due to
graduation with a regular diploma.
On the basis of a review of relevant, existing information and any new assessments that were
conducted, the IEP team considered the present levels of academic achievement and functional
performance and the needs of this child as they are related to (1) the goal areas in the IEP being
reviewed and (2) any other current areas of concern.
PROMPT: What evidence is there that this child continues to be an eligible individual or does not
continue to be an eligible individual? (Include data regarding performance over time, current
performance levels, and current needs related to the standards applicable to all children.)
DOCUMENT: Provide detailed information for each goal area and current area(s) of concern.
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PROMPT: What is the IEP team’s conclusion regarding this child’s eligibility for special education?
Document the team’s conclusion.
☐ This child continues to be an eligible individual because:
☐ This child is not meeting the standards applicable to all children in the area(s) of
concern and requires specially designed instruction to progress towards meeting
the standards.
☐ This child is meeting the standards applicable to all children in the area(s) of
concern but requires specially designed instruction to sustain or improve his or her
progress.
☐ Other reason (specify) …[open text field]
☐ This child is no longer an eligible individual because:
☐ This child is meeting the standards applicable to all children in the area(s) of
concern and does not require specially designed instruction to sustain or improve
his or her progress.
☐ This child is not meeting the standards applicable to all children in the area(s) of
concern and requires instructional adaptations, but:
☐ Instructional adaptations do not include specially designed instruction
☐ The need for instructional adaptations is not created by a disability
☐ Other reason (specify) …[open text field]
DOCUMENT: Document the team’s conclusion by selecting if the child continues to be eligible or
not and the reason why.
PROMPT: If this child continues to be an eligible individual, what additions or modifications to the
special education and related services are needed to enable this child to meet the IEP goals and
to participate, as appropriate, in the general education curriculum?
DOCUMENT: The information described in response to Question 1 must provide a foundation for
additions or modifications to the special education and related services.
PROMPT: Under what conditions will the IEP team consider exiting this child from special
education services?
DOCUMENT: Indicate the conditions.
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Prior Written Notice and Consents
Prior Written Notice (PWN) of a Proposed or Refused Action
BUTTON: View Prior Written Notice

Overview
Prior Written Notice must be given to the parents of a child with a disability within reasonable time
before the public agency (LEA or AEA):
●

Proposes to initiate or change the identification, evaluation, or educational placement of the
child or the provision of FAPE to the child; OR

●

Refuses to initiate or change the identification, evaluation, or educational placement of the
child or the provision of FAPE to the child

For guidance on Prior Written Notice, including the actions and refusals requiring or not requiring a
PWN, click here.
The determination of the significance of a change must be made on a case-by-case basis. Each
IEP team must use professional judgement in this decision. In instances of uncertain significance,
the best practice would be to document the action using a Prior Written Notice form.

Outside sources
A team may include information provided from outside sources in the PWN. Outside sources do
not include school or AEA personnel. AEA/LEA staff should clearly identify any outside sources of
PWN information in response to relevant prompts and determine the best “fit” for the information.

Documentation Refused Actions
Parents may request an action that does not become the outcome of the IEP team discussion. For
example, parents may request that a level of service be maintained when it is recommended that a
lesser level of service is sufficient or parents may request an evaluation and the eventual decision
is that existing information will support necessary actions and decision making.
Do not assume that consensus has been reached, that the parents are no longer requesting
something, and that a Prior Written Notice of refusal is not needed. Parents may acquiesce at the
moment but remain unconvinced. Check to be sure that parents agree with and support actions
that are different than what they have requested. Communicate with parents in a forum where the
parents are comfortable responding (e.g., ask privately if the parents may be reluctant to express
their opinion in the IEP team setting). If there is any doubt about the parents’ acceptance of an IEP
team decision regarding a parent request, provide a Prior Written Notice of refusal.
PROMPT: A copy of this manual was provided on
DOCUMENT: Enter the most recent date the parents were provided a copy of the Procedural
Safeguards Manual for Parents. (This could be the date of the PWN, the date of the last meeting,
or one of the other times parents are provided a copy of the manual).
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PROMPT: The purpose of this notice is:
☐ An action is being proposed
☐ An action is being refused
DOCUMENT: Select one.
PROMPT: A description of the action proposed or refused
DOCUMENT: Describe the action proposed or refused by the agency (AEA, school district, or both).
Examples:
●

Physical therapy (80 minutes per month) will be added to the services provided to Maria.

●

John’s special education support in reading will be reduced from 60 minutes daily to
30 minutes daily.

●

Pedro was identified as learning disabled in Montana. He will be identified as an eligible
individual.

PROMPT: An explanation of why the school proposes or refuses to take the action
DOCUMENT: State why the agency proposes or refuses to take the action.
Examples:
●

During Maria’s recovery from surgery, physical therapy is needed to allow her to participate
as fully as possible in her educational program.

●

John is able to apply phonics and word analysis skills in decoding words. Work on these
skills is no longer needed but special education services in reading focused on
comprehension skills will continue.

●

Iowa prefers to identify students requiring special education without designating a disability
category.

PROMPT: A description of any other options the school considered and the reasons why those
options were rejected
DOCUMENT: If no other options were considered, state that.
Examples:
●

No other options were considered for Maria.

●

Maintaining John’s past level of service was considered. Given John’s mastery of decoding
skills and growth in comprehension skills, 60 minutes of support per day is not needed.

●

Maintaining Pedro’s identification as learning disabled was considered. No advantage to
doing so was identified through team discussion.

PROMPT: A description of each evaluation procedure, test, record, or report the school used as a
basis for the proposed or refused action
DOCUMENT: Describe the sources of information used.
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Examples:
●

Information and recommendations from Maria’s family physician, surgeon, and hospital
physical therapist were considered.

●

Curriculum-based progress monitoring, teacher observations and recommendations, and
Iowa Assessment results.

●

School records from Pedro’s former school, including his last IEP and the evaluation report
documenting his disability.

PROMPT: A description of any other factors that are relevant to the school’s proposal or refusal
DOCUMENT: Describe any factors that were not noted in the previous items. If no other factors
were relevant to decision making, state that (e.g., not applicable, none, etc.).
Examples:
●

Not applicable

●

Parent preferences for John’s program communicated to his special education teacher at
school conferences
No other factors were relevant to the proposal for Pedro

●

PROMPT: Is the proposed action change in the identification, evaluation, services, supports, or
placement? YES/NO
DOCUMENT: Select YES or NO.
PROMPT: If “Yes,” when will this action be implemented?
DOCUMENT: State the date when this proposed change will become effective. Teams must
provide a reasonable amount of time before a change. The “reasonableness” is determined by the
IEP team.
●

A date reflecting an immediate change may be reasonable if action is urgent and the team
agrees.

●

A date in three weeks may be reasonable if a parent requests the opportunity to discuss
the proposed change with their spouse who is traveling and unavailable for several weeks.

●

A date indicating the start of school in the fall may be reasonable when only a few days
remain in the current school year.

●

IEP teams will need to consider the particular circumstances when making this decision.

PROMPT: If you have questions, please contact the school principal or district/AEA designee.
Provide information for a contact person who can answer parent questions regarding this notice.
DOCUMENT: Enter a name, position, phone, and email for the person to contact.
Sample PWNs:

• PWN Eligibility and Consent for Initial Services Sample
• PWN Revocation of Consent for Services Sample
• PWN Transition from PreK to Kindergarten Sample
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Consents
Consent for Full and Individual Initial Evaluation (FIIE)
BUTTON: View Consent/Notice of FIIE

Overview
When a public agency (the AEA or the AEA in conjunction with the LEA) suspects that the child
may have a disability and needs special education and related services, the AEA will seek consent
to complete a Full and Individual Initial Evaluation (FIIE).
PROMPT: Name & Other Demographic Information
DOCUMENT: It is imperative that the demographic information is complete and accurate. This
includes the individual’s name, date of birth, resident and attending district information, and parent
information.
PROMPT: Teacher/Service Provider
DOCUMENT:
●

For students in Grades PK–12, identify the child’s general education teacher.

●

For a preschool-aged child who is not in any school, enter “Not applicable.”

●

For a school-aged child receiving competent private instruction (homeschooling), enter the
name of the parent(s) or an educator identified by the parents.

●

For a child transitioning from Part C (infant and toddler services), identify the Early
ACCESS service coordinator who has primary responsibility for the Individualized Family
Service Plan (IFSP).

PROMPT: Language spoken in the home/interpreter needs
DOCUMENT: Identify the language spoken in the home. Indicate interpreter needs (for the
child/student for the evaluation and/or for the parent(s) at meetings).
PROMPT: Explanation of why the school or AEA proposes to initiate an evaluation.
DOCUMENT: Provide the foundation in the Iowa Administrative Rules of Special Education for the
evaluation and state that this evaluation will assist the team in understanding the child’s needs in
the areas of instruction, curriculum, the learning environment, and other areas.
Examples:

• General education interventions have not been effective in solving problems your child is
experiencing and special education services may be needed.

• General education interventions have been effective but require continued and substantial
efforts that may include special education services.

• Based on [your child’s school performance, screening results, etc.] we [school or AEA]

believe there is reason to suspect that your child has a disability and special education
services need to be considered.

AEA IEP Documentation Guide

Page 19

Table of Contents

• Your child’s injury has created an immediate need for specialized services.
• You have requested an evaluation and we [school or AEA] believe there is reason to

suspect that your child has a disability and special education services need to be
considered. This evaluation will assist us in understanding your child’s needs in the areas
of instruction, curriculum, the learning environment, and other areas.

PROMPT: Description of other options the school or AEA considered and the reasons why those
options were rejected
DOCUMENT: Indicate other options considered and the reasons they were rejected.
Example: The continuation of general education interventions was rejected due to lack of success.
PROMPT: Domains
DOCUMENT: Indicate the domains that align with the areas to be evaluated. This should
correspond to the areas of concern that were identified through the “disability suspected” process.
PROMPT: Procedural Safeguards were reviewed by
DOCUMENT: Identify the individual who provided the parents with their procedural safeguards
and the method used.
PROMPT: Signature
DOCUMENT: Both parents may sign, but only one parent signature is required for all initial
evaluations. An electronic signature is available. However, if the electronic signature option is not
utilized, upload a copy of the signed printed copy of the form to the “Associated Files” of the IEP.
When uploading the file to associate files, label the file Consent for FIIE, [date signed].
For example: Consent for FIIE, 11/30/20. For additional information on who can fill the role of
parent, click here.

Consent to Receive Electronic Communication
BUTTON: View Consent to Receive Electronic Communication

Overview
Prior to sharing IDEA-related information electronically with parents, the AEA/LEA must obtain
written informed parental consent.
PROMPT: Parent signature
DOCUMENT: At least one parent signature is required for “consent” or “do not consent.”
An electronic signature is available. However, if the electronic signature option is not utilized, the
following steps must be completed:
1. The signed printed copy of the form must be uploaded to the “Associated Files” of the IEP.
When uploading the file to associate files, label the file Consent for Electronic
Communication, [date signed]. For example: Consent for E-Comm, 11/30/19.
2. On the Consent to Receive Electronic Communication form with the IowaIDEA Web IEP,
staff must indicate if the parents gave “consent” OR “did not consent” AND enter the date
the consent was signed.
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PROMPT: Date
DOCUMENT: The date entered is the date the “consent’ or “do not consent” was signed by the
parent(s). Once the date is entered, it will auto-populate in the top right corner of the form. The
consent status and date of the most recent consent will appear on Page A of the IEP.
Special Notes:
●

For all current IEPs: Effective July 2019, the Consent to Receive Electronic Communication
form will be available under the “Additional Forms” tab. The form will also be available
between IEP meetings via the ‘Forms for Active IEP’ and ‘New IEP Planning’ buttons on
the IEP Overview screen of the IEP application.

●

In order to ensure the Consent to Receive Electronic Communication form is completed for
every active IEP, the form will be required for the first naturally occurring IEP (review,
reevaluation, interim) after July 1, 2019.

●

The Consent to Receive Electronic Communication form will need to be completed prior to
choosing ‘ready to review’ for the IEP.

●

The form will be available, but not required, for amendments, move-in IEPs, and
attending-out-of-state IEPs. However, if the form already exists (created via “Forms for
Active IEP”), the form will not be required on the first naturally occurring IEP after
July 1, 2019.

●

If the parent has previously “consent” and later chooses “do not consent” or vice versa, a
new Consent to Receive Electronic Communication form will need to be created. Follow
the same process and document the required date, status, and signature to complete the
new consent.

Consent for Initial Special Education and/or Related Services
BUTTON: View Consent for Initial Services

Overview
Prior to the initial provision of special education services, the AEA or LEA must obtain informed
written consent from the parent(s).
The Consent for Initial Special Education and/or Related Services form must be used in
conjunction with the Prior Written Notice form. The Prior Written Notice form should be completed
and reviewed with the parents to ensure the parent understands the options considered and is in
agreement with the recommendations.
The Prior Written Notice form and a signed Consent for Initial Special Education and/or Related
Services form documents that parents have been provided appropriate notice and have given
written consent for these services, as documented in the IEP, to begin. The date consent for
service was given is entered on Page A of the initial IEP in the “from” field of “Duration of this IEP.”
Therefore, this date entered on an initial IEP specifies both the effective date of consent and the
date this initial IEP is in effect.
PROMPT: Meeting Date
DOCUMENT: The actual date the meeting is held to develop the initial IEP.
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PROMPT: Name & Other Demographic Information
DOCUMENT: It is imperative that the demographic information is complete and accurate. This
includes the individual’s name, date of birth, resident and attending district information, and parent
information.
PROMPT: Signature of Parent or Guardian
DOCUMENT: Both parents may sign, but only one parent signature is required for all initial
evaluations. An electronic signature is available. However, if the electronic signature option is not
utilized, upload a copy of the signed printed copy of the form to the “Associated Files” of the IEP.
When uploading the file to associate files, label the file Consent for Initial Services, [date signed].
For example: Consent for Initial Services, 11/30/20. For additional information on who can fill the
role of parent, click here.
PROMPT: Date
DOCUMENT: If the parent(s) consent to services, enter the date of signature in the Web IEP
(Forms tab, Signatures subtab). The date consent for service was given is entered on Page A of
the initial IEP in the “from” field of “Duration of this IEP.” Therefore, this date entered on an initial
IEP specifies both the effective date of consent and the date this initial IEP is in effect.

Consent for/Notice of Reevaluation
BUTTON: View Consent/Notice for Reevaluation

Overview
Consent is required for reevaluations when assessments, in addition to the review of existing
information, will be conducted. “Consent” is obtained when all of the following conditions are
satisfied:
1. The parent has been fully informed of all information relevant to the activity for which
consent is sought, in his or her native language, or through another mode of
communication
2. The parent understands and agrees in writing to the carrying out of the activity for which
parental consent is sought, and the consent describes that activity and lists the records
(if any) that will be released and to whom; AND
3. The parent understands that the granting of consent is voluntary on the part of the parent
and may be revoked at any time. [281—41.9]
If the parent refuses to consent to a reevaluation, the public agency may, but is not required to,
pursue the initial evaluation of the child by utilizing … procedural safeguards, including the
mediation procedures or the due process procedures. An AEA does not violate its obligation to
evaluate if it declines to pursue an evaluation or reevaluation.
Exception: Informed parental consent for a reevaluation need not be obtained if the public agency
can demonstrate that (1) it made reasonable efforts to obtain such consent and (2) the child’s
parent has failed to respond.
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PROMPT: Teacher/Service Provider
DOCUMENT: Identify the special education service provider (teacher, AEA support staff) who has
primary responsibility for the IEP.
PROMPT: Language spoken in the home/interpreter needs
DOCUMENT: Identify the language spoken in the home. Indicate interpreter needs (for the
child/student for the evaluation and/or for the parent(s) at meetings).
PROMPT: Explanation of why the school or AEA proposes to initiate an evaluation.
DOCUMENT: Provide the foundation in the Iowa Administrative Rules of Special Education for the
evaluation and provide information on the child’s needs in the areas of instruction, curriculum, the
learning environment, and other areas.
Examples:
●

It has been three years since your child’s last evaluation.

●

You have moved to Iowa from another state and additional information is needed to
determine your child’s eligibility for special education services in Iowa. Special education
services will continue while this reevaluation is completed.

●

Based on [your child’s school performance, screening results, etc.] we [school or AEA]
believe there is reason to believe that your child has special education needs in additional
areas and further evaluation information is needed.

●

You have requested a reevaluation.

PROMPT: Description of other options the school or AEA considered and the reasons why those
options were rejected
DOCUMENT: Indicate other options considered and the reasons they were rejected.
Example:

• No other options were considered. (This is always the correct response for required

reevaluations – i.e., three years, parent or teacher request, consideration of exit from all
services, etc.)

PROMPT: Domains
DOCUMENT: If the team has determined that additional assessments must be conducted, indicate
the domains that align with the areas to be evaluated.
PROMPT: Procedural Safeguards were reviewed by
DOCUMENT: Identify the individual who provided the parents with their procedural safeguards
and the method used.
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PROMPT: Signature
DOCUMENT: Signed, parent consent is required for all evaluations. Both parents may sign, but
only one parent’s signature is needed. An electronic signature is available. However, if the
electronic signature option is not utilized, upload a copy of the signed printed copy of the form to
“Associated Files'' of the IEP. When uploading the file to associate files, label the file Consent for
Reevaluation, [date signed]. For example: Consent for Reevaluation, 11/30/20. For additional
information on who can fill the role of parent, click here.
Reevaluation exception: The informed parental consent need not be obtained if the public agency
can demonstrate that: (1) it made reasonable efforts to obtain such consent and (2) the child’s
parent has failed to respond. [41.300(3)b]

Parent/Guardian Authorization for Medicaid Reimbursement
BUTTON: View AEA Consent for Medicaid
BUTTON: View AEA Refusal for Medicaid
BUTTON: View LEA Consent for Medicaid
BUTTON: View LEA Refusal for Medicaid

Overview
IDEA requires that parent consent be obtained in order for public agencies (AEAs or LEAs) to
access a child’s public insurance coverage (i.e., Medicaid). Because the claiming process requires
the release of educational information to Iowa Medicaid, parent consent is also required for
information release.
2013 changes to IDEA regulations require one-time consent for sharing data and billing Medicaid.
Each agency (AEA or school district) is required to have its own consent from the parents.
Examples:
●

If the AEA provides physical therapy services and the school district provides a health
service, both the school and the AEA require signed consent for information release and
billing.

●

If a child moves to a new district, the new district would need to obtain consent before
billing. If the new district is in a different AEA, the new AEA would need to obtain consent
before billing.

PROMPT: Refusal of Consent or Withdrawal of Consent
DOCUMENT: Indicate, by checking, the parent’s decision to refuse consent or withdraw previously
given consent.
PROMPT: Signature
DOCUMENT: A parent signature on this line indicates the parent’s decision regarding Medicaid
claiming.
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Home School Parent Notification and Acknowledgment
BUTTON: View Home School Parent Notification and Acknowledgement Form

Overview
When a parent informs the district of their plan to enroll their eligible student in homeschooling, the
AEA/district must explain the parent’s options for dual enrollment for special education services.
Particularly important is explaining to parents that if they choose not to dual enroll their child for
special education services, they have effectively revoked their consent for special education and
that this decision has specific consequences.
If the parents plan to dual enroll for special education services…
The team must:
●

Complete the Home Schooling for Students in Special Education: Parent Notification and
Acknowledgment form, including seeking a parent signature

●

Develop an IEP

Parents must:
●

Submit Form A; AND

●

Seek Director (or Director designee) approval for dual enrollment

If the parents do not plan to dual enroll for special education…
The team must:
●

Inform parents that their decision effectively revokes their consent for their child’s special
education services

●

Complete the Home Schooling for Students in Special Education: Parent Notification and
Acknowledgment form, including obtaining parent signature

●

Complete a Prior Written Notice

●

Provide parents a copy of the form and Prior Written Notice and offer a copy of the
Procedural Safeguards Manual for Parents

●

Exit the student

If the student re-enrolls in school in the future, eligibility will need to be redetermined through the
initial evaluation process regardless of the length of time. Consideration of all relevant, existing
information may be used in determining eligibility.
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If the parents do not plan to dual enroll for special education, but the parents will not meet
to discuss homeschool options and participate in the completion of the Home Schooling
form or the parents will not sign the Home Schooling form…
The team must:
●

Complete the form, without parent signature, indicating who reviewed information regarding
special education and home schooling, when the information was reviewed, and how the
parents were informed

●

Complete the Prior Written Notice

●

Provide parents a copy of the form and Prior Written Notice and offer a copy of the
Procedural Safeguards Manual for Parents

●

Exit the student

If the student re-enrolls in school in the future, eligibility will need to be redetermined through the
initial evaluation process regardless of the length of time. Consideration of all relevant, existing
information may be used in determining eligibility.
PROMPT: Name & Date of Birth
DOCUMENT: The student’s name and date of birth are pre-populated on the form.
PROMPT: Acknowledgment of Information I acknowledge that information about homeschooling
for students in special education has been reviewed with me and I understand the potential
implications for my child. Please check the appropriate box below and sign.
☐ I wish to dual enroll my student to receive special education services.
☐ I request that my student’s special education services be discontinued as I will be
homeschooling and do not wish to dual enroll for special education services.
DOCUMENT: Indicate the parent’s decision by selecting the corresponding box.
PROMPT: Signature of Parent or Guardian
DOCUMENT: Both parents may sign, but only one parent’s signature is required. An electronic
signature is available. However, if the electronic signature option is not utilized, upload a copy of
the signed printed copy of the form to the “Associated Files” of the IEP. When uploading the file to
associate files, label the file Homeschool Form, [date signed]. For example: Homeschool Form,
11/30/20. For additional information on who can fill the role of parent, click here.
PROMPT: Date
DOCUMENT: Indicate the date the parent(s) signed.
PROMPT: Information Reviewed By
DOCUMENT: Indicate the name of the district or AEA staff member who informed the parent(s).
PROMPT: In-Person OR Via Phone
DOCUMENT: Select which method was used to inform the parents.
PROMPT: Date
DOCUMENT: Indicate the date the information was shared with the parents.
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Authorization for Exchange of Information
BUTTON: View Exchange of Information

Overview
In general, written consent must be given by the parent, legal guardian or eligible students to
release student records or disclose the personally identifiable information contained in those
records to other persons or agencies.
Written consent must state which records are released, to whom they are released, and the
reason for the release. For exceptions to the general rule regarding consent for disclosure, see
Student Records & Disclosure of Information Without Parent Consent.
It is advisable to check with the medical professional or institution in advance regarding acceptable
disclosure consent documentation.
For most students, the parents will have the authority to give consent for the exchange of
information. Some students will have a guardian or extended educational decision-maker who will
be able to give consent. A student who has reached the age of majority and does not have an
appointed guardian or extended educational decision-maker must be the one to grant consent to
exchange information.
PROMPT: Name & Other Demographic Information
DOCUMENT: It is imperative that the demographic information is complete and accurate. This
includes the individual’s name, date of birth, resident and attending district information, and parent
information.
PROMPT: The purpose for the exchange of information
DOCUMENT: State why information is needed.
Examples:
●

AEA and school information is needed to assist the clinic to complete an independent
educational evaluation.

●

Medical information is needed to develop Jennifer’s individual health plan.

PROMPT: Your signature will give your permission for the following specific information to be
exchanged: Medical Status, Current Medications/treatments, Recommendations for School,
Other [text field]
DOCUMENT: Identify the information that will be shared if permission is given.
PROMPT: Information in the following areas may not be exchanged without your special
permission. Information related to mental health, substance abuse/chemical dependence, sexually
transmitted disease, or HIV/AIDS is protected from disclosure and requires special permission.
DOCUMENT: If permission is being sought to exchange information in any of these areas, select
each area to be included.
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PROMPT: Your signature will give your permission for the exchange of information by the
methods indicated:

• Yes/No The exchange of written records containing the information described in this
release by the agencies or individuals specified.

• Yes/No The verbal exchange of the information described in this release by the agencies
or individuals specified.

DOCUMENT: Select “Yes” or “No” for the method(s) that will be used to exchange information.
NOTE: Permission to exchange records does not confer permission to exchange information in
other ways.
PROMPT: This authorization is good until the following date [date]
DOCUMENT: Indicate the period of time for which this permission to exchange information will be
in force. Do not exceed one year.
PROMPT: Contact
DOCUMENT: Identify a contact person, including agency/district, address, email, and phone
number.
PROMPT: Signature
DOCUMENT: An individual over 18 who is his or her own guardian or must sign, not a parent. For
individuals under 18, a parent signature is required. Both parents may sign, but only one parent’s
signature is needed. An electronic signature is available. However, if the electronic signature
option is not utilized, upload a copy of the signed printed copy of the form to the “Associated Files”
of the IEP. When uploading the file to associate files, label the file Exchange of Info, [date signed].
For example: Exchange of Info, 11/30/20. For additional information on who can fill the role of
parent, click here.
PROMPT: Name/Agency/Relationship
DOCUMENT: Identify the individuals and agencies involved in the exchange of information.
If medical service providers (physicians, clinics, etc.) are included, please note that the
confidentiality of medical information is protected by the Health Insurance Portability and
Accountability Act (HIPAA). Medical professionals and institutions operate in the manner in which
they have been advised to be HIPAA compliant. To avoid unnecessary delays, it is advisable to
check with medical professionals or institutions in advance regarding acceptable information
disclosure consent documentation.
PROMPT: Name
DOCUMENT: Individual to whom records are to be delivered and/or has permission to discuss the
specified information.
PROMPT: Agency/Relationship
DOCUMENT: Indicated the name of the agency and the relationship. For example, Foothills
Health Clinic [agency]; Psychiatrist [relationship].
PROMPT: Address/Phone/Fax
DOCUMENT: Complete accurately and completely the information needed for the information
exchange.
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Authorization for Release of Health and/or Educational Information
BUTTON: View Release of Information

Overview
The Authorization for the Release of Health and/or Educational Information was designed by
medical and health providers. However, agencies and individuals providing medical services are
covered under the rules of the Health Insurance Portability and Accountability Act (HIPAA). In
order to comply with HIPAA regulations, those agencies and individuals may require that their own
release forms be used. It is advisable to check with the medical professional or institution in
advance regarding acceptable disclosure consent documentation.
NOTE: To obtain records from the University of Iowa Hospitals and Clinics, including Child Health
Specialty Clinics, follow this link to assure you that you are using their current release: University of
Iowa Consent to Release Information
PROMPT: Name & Other Demographic Information
DOCUMENT: It is imperative that the demographic information is complete and accurate. This
includes the individual’s name, date of birth, resident and attending district information, and parent
information.
PROMPT: On behalf of the above-named student, I authorize [Name of health care provider,
agency, or medical institution] to release evaluation records to [Area Education Agency]
[School or School District].
DOCUMENT: Indicate the name of the health care provider, agency, or medical institution and the
AEA and school district.
PROMPT: AEA and LEA Contact and Address
DOCUMENT: Indicate the name of the AEA/LEA Contact and their address.
PROMPT: Timeframe
DOCUMENT: Indicate the period of time from which records are sought (start and end dates). The
source may have years and years of records. Make sure you are getting the records you want
without overburdening the source or filling the individual’s educational file with out-of-date and
potentially irrelevant information.
PROMPT: Information to be shared: Current Medical Status, Current Medications/treatments,
Recommendations for School, Other [text field].
DOCUMENT: Select the areas of information that will be shared if permission is given.
PROMPT: I hereby give special permission… Information related to mental health, substance
abuse/chemical dependence, sexually transmitted disease, or HIV/AIDS is protected from
disclosure and requires special permission
DOCUMENT: Select the areas of information that will be shared if permission is given.
PROMPT: If permission is being sought to exchange information in any of these areas, each area
must be specifically identified. This authorization is valid until ….
DOCUMENT: Indicate the period of time for which this permission to exchange information will be
in force. Do not exceed one year.
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PROMPT: Signature, Relationship to student, Date, and Printed Name
DOCUMENT: An individual over 18 years of age who is his or her own guardian or must sign, not a
parent. For individuals under 18, a parent signature is required. Both parents may sign, but only
one parent’s signature is needed. An electronic signature is available. However, if the electronic
signature option is not utilized, upload a copy of the signed printed copy of the form to the
“Associated Files” of the IEP. When uploading the file to associate files, label the file Release of
Health Info, [date signed]. For example: Release of Health Info, 11/30/20. For additional information
on who can fill the role of parent, click here.

Page: IEP Pages
Meeting Notice
BUTTON: View Meeting Notice

Overview
For any upcoming meeting at which decisions will be made regarding identification, placement, or
the provision of FAPE (e.g., eligibility meetings, IEP meetings, manifestation determinations),
schools and AEAs must notify parents of the meeting early enough to ensure that they will have an
opportunity to attend; and schedule the meeting at a mutually agreed-upon time and place.
Also, by age 14, the school or AEA must invite a child with a disability to attend the IEP team
meeting if the purpose of the meeting will be the consideration of the post-secondary goals for the
child and the transition services needed to assist the child in reaching those goals.
PROMPT: Name & Date of Birth
DOCUMENT: The student’s name and date of birth are pre-populated on the form.
PROMPT: Parent & Student Names and Addresses
DOCUMENT: Review the student and parent addresses and edit as necessary.
PROMPT: Student Name
DOCUMENT: Enter the student’s name.
PROMPT: Date, time, and location
DOCUMENT: Specify the meeting date, time, and location.
PROMPT: Please contact: Name, Position, Phone, and Email
DOCUMENT: Identify a person that the parents may contact if they have questions regarding the
meeting or need to reschedule. Enter the name and accurate contact information.
PROMPT: The purpose of this meeting
DOCUMENT: Select one or more meeting purposes. By age 14, indicate "Transition Planning" as
a meeting purpose.
PROMPT: Requested to Attend
DOCUMENT: Identify all persons that the school or AEA has requested to attend the meeting.
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PROMPT: For transition-age students: Representatives of outside agency(ies) involved with
transition planning, have been invited to attend this meeting, with the prior consent of the parent or
student who has reached the age of majority, where appropriate; OR agency participation is not
applicable for this student.
The school must determine whether any participating agencies should be invited to send
representatives to IEP meetings.
●

Consider the topics to be discussed and whether or not these topics are relevant to any
agencies providing or potentially providing transition services.

●

Representatives of agencies already providing services may be invited, at the discretion of
the school or AEA as “other individuals who have knowledge or special expertise regarding
the child.”

●

Representatives of agencies that are not currently providing transition services, but are
likely to be responsible for providing or paying for transition services may be invited, but
parent or age-of-majority student consent is required. “Where appropriate” relates to this
consent requirement.

DOCUMENT: Checking the box indicates that the appropriate consideration was made regarding
the involvement of other agencies and that consent was obtained, if necessary. This box must be
checked for the IEP meeting of any student age 13 and above.
PROMPT: The school or AEA has requested that one or more individuals be excused from
attending this meeting.
DOCUMENT: It is possible for the school or AEA to request that one or more required roles be
excused from attending this meeting. If this is the case, request parental agreement to the excusal
when scheduling the meeting and check this box. Send an Agreement to Excuse Attendance at
IEP Meeting form to the parents along with the meeting notice.
PROMPT: Written meeting notice sent by
DOCUMENT: Indicate the person and method by which notice is provided to the parents. We are
required to provide parents a copy of their procedural safeguards once a year.

Agreement to Excuse
BUTTON: View Agreement to Excuse

Overview
Individuals who would normally be required participants in IEP meetings may be excused under
two circumstances:
1. The topics to be addressed at an IEP meeting do not involve a modification to or
discussion of a team member’s area of the curriculum or related service. In this
circumstance, an IEP Team member is not required to attend an IEP meeting, in whole or
in part, if the parent of the student and the school agree that the attendance of this member
is not necessary.
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2. The topics to be addressed at an IEP meeting do involve a modification to or discussion of
a team member’s area of the curriculum or related service. In this circumstance, an IEP
Team member may be excused if the student’s parent(s) and school agree to this and the
member submits, in writing to the parent and the rest of the IEP team, input into the
development of the IEP prior to the meeting.
The school or AEA should communicate with the student’s parents regarding the need for IEP
member(s) absence in a timely fashion prior to the actual meeting and obtain the necessary
agreement. The meeting notice must indicate that one or more individuals are asked to be
excused and the agreement form is to accompany the Meeting Notice sent to parents.
Notes:
●

At least one AEA support service professional is a required participant at IEP meetings at
which discussions and decisions regarding initial or continued eligibility for special
education occur. If excused from an initial or reevaluation IEP meeting, at least one AEA
support service professional must provide written input.

●

There may occasionally be circumstances when the process and timeline are not possible
(e.g., an illness or emergency affecting one of the IEP team members). In this case,
contact parents as soon as possible.

PROMPT: Student name and date of IEP meeting
DOCUMENT: The student name will pre-populate on the form. Enter the date of the IEP meeting.
PROMPT: IEP Team Member(s) to be excused
DOCUMENT: Indicate the name of each IEP team member to be excused.
PROMPT: Input not needed
DOCUMENT: Indicate this option when a team member’s attendance and input is not necessary,
given the topics to be discussed and decisions to be made at the upcoming IEP meeting.
PROMPT: Input needed
DOCUMENT: Indicate this option when a team member’s input is necessary, given the topics to
be discussed and decisions to be made at the upcoming IEP meeting. Provide written input to the
IEP team, including the parents, prior to the meeting.
PROMPT: Signed Agreement and Date
DOCUMENT: The agreement that a team member may be excused must be written and signed by
the parents and signed by either a school representative for eligible individuals receiving weighted,
instructional programs or an area education agency representative for eligible individuals receiving
unweighted support services. Signatures attesting to the agreement to excuse may be secured by
requesting that the parents return the form or, if the verbal agreement was secured, signatures can
be obtained at the meeting. An electronic signature is available. However, if the electronic
signature option is not utilized, upload a copy of the signed printed copy of the form to the
“Associated Files” of the IEP. When uploading the file to associate files, label the file Agreement to
Excuse, [date signed]. For example: Agreement to Excuse, 11/30/20. For additional information on
who can fill the role of parent, click here.
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Family Tab
PROMPT: Resident District
DOCUMENT: In most cases, the district is the school district in which the parent and the child
reside. In cases where the child does not reside with the parent(s), refer to Iowa Rule 41.51(12) to
determine the resident district.
PROMPT: Attending District
DOCUMENT: District where the student attends school.
PROMPT: Building
DOCUMENT: School building where the student attends school.
PROMPT: Domicile building
DOCUMENT: The school building the student would attend is based upon where the student lives.
Normally this is the same as the building where a child would attend in his or her resident district
but there are exceptions when children do not reside with their parents. (Refer to 41.51(12))
PROMPT: Attending Area Education Agency
DOCUMENT: The AEA that serves the child’s attending district and building.
PROMPT: Relationship, Name, and Address
DOCUMENT: When a new form is begun, information from the Iowa IDEA system is automatically
entered. Check the relationship, name, address, and telephone number information for
correctness and edit (Family tab, Adult sub-tab) as needed.
The relationship options are:
●
●

Parent – use for biological, adoptive, and step-parents
Foster Parent

●

Court-appointed guardian – use only when you are certain that this is the circumstance

●

Surrogate – a surrogate parent is appointed by the AEA Special Education Director or the
director’s designee

●
●
●

Relative – use when the child is living with a relative other than his or her parents
Student Living Independently
Residential Facility

PROMPT: Student lives at this address
DOCUMENT: The place where the student resides, his or her relationship to the adult(s), and the
resident and attending district information are all important in correctly identifying the district that
receives funding and the district responsible for a child’s special education.
View Family Tab Entry examples for documenting a variety of family scenarios.
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Race and Ethnicity Data
Race-ethnicity data collection is accomplished through a two-part question:
●

Is the student Hispanic/Latino?

●

What is the student’s race?

PROMPT: Hispanic/Latino
DOCUMENT: The federal definition is: A person of Cuban, Mexican, Puerto Rican, South or
Central American, or other Spanish culture or origin, regardless of race. “Spanish culture or origin”
is the overarching concept, NOT geography. For example, while people self-identify, the following
are generally not considered Hispanic/Latino:
●

Brazilian-Americans and Surinamese-Americans (The South American nations of Brazil
and Suriname are former Portuguese and Dutch colonies, respectively)

●

French Guianan-Americans (The Department of French Guiana, located in South America,
is a part of France)

PROMPT: Race
DOCUMENT: Multiple races may be indicated. Use these definitions:
●

American Indian or Alaska Native: A person having origins in any of the original peoples of
North and South America (including Central America), and who maintains tribal affiliation or
community attachment.

●

Asian: A person having origins in any of the original peoples of the Far East, Southeast
Asia, or the Indian subcontinent including, for example, Cambodia, China, India, Japan,
Korea, Malaysia, Pakistan, the Philippine Islands, Thailand, and Vietnam.

●

Black or African American: A person having origins in any of the black racial groups of
Africa.

●

Native Hawaiian or Other Pacific Islander: A person having origins in any of the original
peoples of Hawaii, Guam, Samoa, or other Pacific Islands.

●

White: A person having origins in any of the original peoples of Europe, the Middle East, or
North Africa.

PROMPT: Who made determinations?
DOCUMENT: Parent report or self-report is strongly preferred. If it is not possible to make an
identification in this way, follow your district’s or AEA’s procedures for making a determination.

Page A – IEP Cover Page
BUTTON: View IEP Page A – IEP Cover Page
PROMPT: ID number or file number
DOCUMENT: AEAs or school districts that use a local student identification number or file number
will record this number here.
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PROMPT: Type of IEP Meeting
DOCUMENT:

• Initial: A Full Individual and Initial Evaluation (FIIE) has been completed; eligibility has been
determined. The first IEP for this eligible individual is being developed.

• Review: All parts of a previously written IEP are being reviewed and may be revised and
updated. A review of an IEP must be held within one year of the date of the current IEP.

• Reevaluation: (Refer to Reevaluations for further directions.) The AEA’s full and individual

reevaluation process has been completed and the IEP team has determined whether or not
more information is needed. A previously written IEP is being rewritten. A reevaluation IEP
must include responses to six specific questions contained on Page R. This new IEP must
be reviewed within one year of the date of this IEP meeting. The reevaluation process must
be completed within three years of the date of this IEP meeting.

• Interim: A previously written IEP is being replaced on a short-term basis by an interim IEP.
This may occur when an eligible individual moves to a new AEA and the current IEP is
unavailable or when the IEP team determines it is necessary to temporarily provide special
education as a part of the evaluation process in order to identify appropriate services.

NOTE: An interim IEP shall not be in place for more than 30 school days. See Rules 41.324(5).
Move-in IEP: The Move-in IEP option is intended to be used when an eligible individual moves to
an Iowa school district from another state shortly before the fall count date. At all other times,
select another IEP meeting type.
A Move-in IEP provides the data necessary to include the child in the weighted count and allows
the district and AEA to provide “services comparable to those described in the child’s IEP from the
previous public agency” until a complete Iowa IEP is developed [281—41.323(6)].
A complete Iowa IEP must be developed as soon as practicable. A Move-in IEP requires
completion of: Family Tab (student/adult information); A Tab; F Tab – if transportation services are
included on Tab F, Tab G would require completion of the transportation question; RSD Tab
PROMPT: 45-Day Trial Out Placement
DOCUMENT: An IEP team may elect to provide a trial out of:
●

All special education services and supports; OR

●

One or more services and supports while others continue

A 45-day trial out placement may be initiated at a Review IEP meeting or Reevaluation IEP
meeting. If the trial out discontinues one or more services and supports while others continue, an
IEP process (review, amendment with or without a meeting, etc.) must occur within 45 school
days. If the trial out discontinues all services and supports, a reevaluation IEP meeting must be
held within 45 school days of the initiation of the trial placement. The Web IEP system will not
prompt the user when the 45-day trial out placement ends.
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PROMPT: Amendment
DOCUMENT: A previously written IEP is being amended; the IEP is not being completely
rewritten. For example, a goal area and services might be dropped or a behavioral intervention
plan might be added to the IEP. This may be done with or without a meeting. Selecting
“Amendment” unlocks the IEP being amended and allows that IEP to be changed, except for the
“Duration to” date. In addition to making the amendments within the IEP, complete a Prior Written
Notice to communicate the IEP changes to the parents.
NOTE: Amending an IEP does not change the due date for annual review. For example, if an IEP
was written in October and amended the following April, an annual review is due in October.
PROMPT: Teacher/Service Provider
DOCUMENT: Identify the teacher or support service provider with primary responsibility for the IEP.
PROMPT: Duration of this IEP
DOCUMENT: Specify the date the IEP will go into effect and the date it is anticipated to end. The
duration may be less than one year, but never more. Reasons for a duration of less than one year
may include the graduation of the student, anticipated change in program, a 45-day trial placement
in general education, a 45-day alternative placement related to student discipline, short-term
hospital or home instruction for health reasons, and so forth. Specifying the beginning date of each
service, activity, and support is also required on Page F.
PROMPT: Reevaluation is due
DOCUMENT: Specify the date by which the reevaluation must occur. The reevaluation process
must be completed within three years of the initial IEP date or the last reevaluation IEP date.
PROMPT: Procedural safeguards were reviewed by
DOCUMENT: Parents must be offered a printed copy of their procedural safeguards at least once
a year. A copy could be provided with the IEP meeting notice or at the IEP meeting.
Complete this item with the name of the individual who has reviewed rights and has assured that
the parents have a copy of Parental Rights in Special Education.
PROMPT: Method
DOCUMENT: Indicate the method used (e.g., letter, phone, in-person, other).
PROMPT: Accept or decline printed copy
DOCUMENT: Parents may accept or decline a printed copy of procedural safeguards. Document
their choice.
PROMPT: Rights will transfer at age 18
DOCUMENT: The requirement satisfied by this item is “Beginning no later than one year before
the child reaches the age of majority [in Iowa: 18th birthday, date of marriage, or date a prison
term begins if convicted as an adult], the IEP must include a statement that the child has been
informed of the child’s rights under Part B of IDEA, if any, that will transfer to the child on reaching
the age of majority.”
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PROMPT: Student and parent notification
DOCUMENT: The Web IEP requires that these items must be completed for all transition-age
students. The notification requirement applies to IEPs written prior to and during the year that a
student is 16 years old. DO NOT change this date on IEPs written at age 17 or above. Changing
the date gives the appearance that notice was not given at least one year prior to the transfer of
rights.
PROMPT: Consent to Receive Electronic Communication
DOCUMENT: The correct box will be pre-populated based on the parental response to the
Consent to Receive Electronic Communication.
PROMPT: Persons Present at Meeting/Position or Relationship to Student (See alternate
directions for amending an IEP without a meeting).
DOCUMENT: This item communicates only that these persons attended the meeting and does not
indicate agreement or disagreement with the IEP. This item may be completed by the person
acting as recorder for the meeting.
NOTE: Students must be invited to their IEP meeting if the purpose of the meeting is consideration
of post-secondary goals and needed transition services. If the student does not attend, steps must
be taken to ensure that the individual’s preferences and interests are considered in the
development of the IEP. Also, with parent or age-of-majority student consent, any agency likely to
be responsible for providing or paying for transition services must be invited to the meeting.
PROMPT: Amending an IEP without a meeting
DOCUMENT: When an IEP is being amended, you will be asked by the Web IEP if a meeting will
be held. An amendment to an IEP may be developed without a meeting when doing so has been
agreed upon by the parent(s) and the school or AEA.
When no meeting is held, the IEP documents this agreement, rather than persons present, by
noting:
●

The person who contacted the parent,

●

The method of contact (phone, face-to-face contact, etc.), and

●

The date of agreement

NOTE: When amending an IEP without a meeting, take action to assure the meaningful
participation of all IEP team members affected by the amendment.
This will always include the parents, but may also need to include multiple special and general
educators, administrators, and AEA support staff. The duration of an amended IEP remains the
same as the existing IEP. The Prior Written Notice form is used to provide the parents with a
summary of the specific change(s) made through the amendment and to provide the rationale and
data that support the change(s).
PROMPT: Outside written input
DOCUMENT: “Outside” sources do not include school or AEA personnel. Identify any source of
written information that is being considered in the development of this IEP (physician, clinic, etc.).
Follow your AEA’s protocol for maintaining outside written reports.
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Relevant information from outside written reports:
●

Tab A: Identify any source, other than school or AEA personnel, of written information that
is being considered in the development of this IEP (physician, clinic, etc.).

●

Other locations: Determine the best “fit” for the information or “Other information” if the
information is a foundation for the need for adaptations or accommodations.
○

“Other information” if the team wishes to use this location to summarize relevant
information and document that the information was received and considered.

○

Page I if the team wishes to use this location to summarize relevant information and
document that the information was received and considered on Page R
(Reevaluation Questions) and if the information is relevant to one or more
reevaluation items.

○

Transition assessments if the information is relevant to one or more items.

○

Current academic achievement and functional performance if the information is a
foundation for a goal and services.

NOTE: This list is not exhaustive, and other IEP locations may be the best place depending on the
nature and relevance of the information.

Page B Ages 3–12: PLAAFP
BUTTON: View Page B PLAAFP Ages 3–12

Overview
The sections of the Present Levels of Academic Achievement and Functional Performance
(PLAAFP) are intended to:
●

Engage parents and students in the IEP process

●

Establish a context for discussion by the IEP team

●

Establish a foundation for decision making (e.g., priorities for goals, activities, etc.)

●

Establish a foundation for specially designed instruction

Gathering as much information as possible prior to the meeting will facilitate the discussion.
Complete these items as a team before proceeding to the discussion of the rest of the IEP.
PROMPT: Strengths, interests, and preferences of this individual
DOCUMENT: The IEP team is required to consider the strengths of the eligible individual. Also,
document interests and preferences to assist in planning for the individual’s needs.
Strengths are general things the student is good at (singing, telling jokes, math computation,
sports, band, following directions, etc.). For preschool children, this may include strengths
associated with the developmental skills addressed in the Iowa Early Learning Standards (Physical
Well-Being and Motor Development, Approaches to Learning, Communication Language and
Literacy, Social and Emotional Development, Mathematics and Science, Creative Arts) such as
sharing, turn-taking, dressing, doing puzzles, etc.
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Interests are things, events, or people that evoke the student’s curiosity (sports, rocks, peer
interaction, computers, music, etc.). For preschool children, this may include interests associated
with their daily activities (e.g., vehicles, animals, dancing, community helpers, etc.).
Preferences are things, events, or people that the student chooses over others. They could
pertain to, but are not limited to, the needs of the student in the school setting (e.g., prefers
working with a partner, working independently, utilizing hands-on activities, etc.). For preschool
children, this may include their choice of participation in centers or activities in the home
(e.g., cooking, dramatic play, blocks, art, etc.).
PROMPT: Parents’ concerns regarding their child’s education
DOCUMENT: The IEP team is required to consider the concerns of the parents for enhancing the
education of their child. Sometimes, these are general statements (“We would like more help in the
area of math”, “We don’t think her reading is coming along as well as it could”), but may be quite
specific (“We would like another hour of associate help for Susan”, “Jeremy needs access to a
computer at all times”). For preschool children, these statements might include concerns about
kindergarten readiness, self-help skills, communicating their wants and needs, getting along with
friends, participation in community activities, etc.
At this point in the IEP process, it is not time to set goals or define services, activities, and
supports. First, assure the parents that their concerns will be addressed as the IEP is developed
and record their concerns in their own words. Second, make sure that the parents’ concerns are
addressed as the IEP is developed. If the parents have no concerns, state “The parents have no
concerns.”
Consideration of the parent’s concerns for enhancing their child’s education is a required
component of the IEP process. An effort needs to be made to obtain parent input any time it is
known that the parents will be unable to attend the IEP meeting.
PROMPT: Special considerations to be addressed in developing this IEP
DOCUMENT: Respond to each area of consideration. At this point in the IEP process, the team is
identifying specific areas that bear consideration and potential action as the rest of the IEP is
developed. Each decision must be documented, though some may require little discussion (e.g.,
limited English proficiency for a student whose first language is English).
Addressed in this IEP means only that the area represents a concern and that at least some
information is provided about this area in the IEP. The discussion of a special consideration that is
an area of concern and the indication that the area will be “addressed in this IEP” could result in
information being documented under Other Information, Effect of Disability, Course of Study,
Goals, Services and Supports, or other sections of the IEP.
For example, if behavior is of some concern, but classroom or program-wide positive behavior
supports are having a beneficial effect and individualized supports are unnecessary, the team
would check the first option and could note relevant information in the “Other Information” section
of the IEP. However, if behavior is a significant concern that the team believes it must be
addressed in the IEP (goals and services, activities or supports) and in a Functional Behavioral
Assessment (FBA) and Behavior Intervention Plan (BIP), the team would indicate both of the first
two options and follow the specific requirements of the FBA and BIP.
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PROMPT: Behavior
DOCUMENT:
●

Indicate that behavior is an area of concern and will be addressed in the IEP when the
student’s behavior interferes with her or his learning or the learning of others.

●

Indicate that behavior is an area of concern and will be addressed in a Functional
Behavioral Assessment (FBA) or an existing FBA will be reviewed and modified, if needed.
A Behavior Intervention Plan (BIP) will be developed if required to appropriately address
the student’s needs or a BIP is required due to a disciplinary action.

PROMPT: Communication and Language
DOCUMENT:
●

Indicate that communication and language is an area of concern and will be addressed in
the IEP when either (1) communication needs are a known concern or (2) the student is
deaf or hard of hearing and the impairment adversely affects his or her learning.

●

Indicate that communication and language is an area of concern and will be addressed in a
Communication Plan for the Deaf and Hard of Hearing when the student is deaf or hard of
hearing, the impairment adversely affects his or her learning, and a communication plan is
needed.

PROMPT: Health
DOCUMENT:
●

Indicate that health is an area of concern and will be addressed in the IEP when the
student’s health interferes with access to educational environments or interferes with
educational performance.

●

Indicate that health is an area of concern and will be addressed in a health plan when the
student’s health interferes with access to educational environments or interferes with
educational performance and specific action is required in the school setting.

PROMPT: Braille
DOCUMENT: Indicate that braille instruction is needed when the student’s vision is impaired to the
extent that even with correction, the vision limits educational performance, and braille instruction is
needed.
PROMPT: Limited English Proficiency
DOCUMENT: Indicate that limited English proficiency is a concern that will be addressed in the
IEP when the student’s first language is not English and the student has not acquired academic
proficiency in English.
PROMPT: Assistive Technology
DOCUMENT: Indicate that assistive technology is needed and will be addressed in the IEP when
the student cannot complete or participate in daily educational tasks or activities because of the
disability and assistive technology is needed.
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PROMPT: Accessible instructional materials/Accessible educational materials (AIM/AEM)
DOCUMENT: Accessible instructional materials have been broadened to accessible educational
materials, including digital instructional materials. In addition to considering alternate formats for
printed materials, the expansion to accessible educational materials requires teams to consider
access to technology-based materials. Discuss the student’s potential need for accessible
instructional/educational materials. Accessible instructional/educational materials (AIM/AEM), are
materials that are designed or converted in a way that makes them usable across the widest range
of student variability, regardless of format (print, digital, graphic, audio, video).
The team thinks about “whether the student (1) can gain information from standard print-based
and technology-based instructional materials used across the curriculum by all students, (2) needs
the materials in a specialized format, or (3) needs modified content or alternative materials”
(National Center on Accessible Instructional Materials).
If a team identifies an option for a student that requires specialized formats, the team would mark
“yes” for AIM/AEM on the PLAAFP and provide language summarizing the decision-making
process on the “Other Information essential for the development of this IEP” textbox on Tab B.
The AT consideration checkbox will generally be checked along with AT Device and AT Support
on Tab F/Activities. Accessible Instructional Materials must be selected in the pull-down on Tab
F/Activities. This will create a text box description area and information related to the AIM/AEM
requirements should be listed here. List materials and media and the support needed for
AIM/AEM. Include information related to required AIM/AEM and activities related to participation in
nonacademic or extracurricular activities.
If the team identifies the student does not require specialized formats, the team would mark “no”
for AIM/AEM on the PLAAFP.
PROMPT: NIMAS eligibility
DOCUMENT: Students who are NIMAS-eligible comprise only some of the eligible individuals
whose needs include accessible materials.
A student is NIMAS-eligible if the student is:
1. Blind (visual acuity is 20/200 or less in the better eye with correction or whose widest
diameter if visual field subtends an angular distance no greater than 20 degrees)
2. Visually impaired (impairment with correction prevents the reading of standard printed
material)
3. Unable to read or unable to use standard printed material as a result of
physical limitations; OR
4. Certified by competent authority (i.e., a physician) as having a reading disability resulting
from organic dysfunction of sufficient severity to prevent reading printed material in a
normal manner
PROMPT: Other information essential for the development of this IEP
DOCUMENT: Document information that establishes the need for activities and supports that are
not directly related to a goal of the IEP.
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Examples:
●

Juan is ambulatory but walks and goes up and down stairs very slowly. This information
establishes the need for an accommodation. Service, activity, or support (Page F): “Juan is
allowed six minutes to make class changes without being considered tardy.”

●

Maria is NIMAS-eligible.

Document information that the IEP team believes is useful to an understanding of the eligible
individual’s current status and needs or may require future action through the IEP.
Example:
●

Tina has been diagnosed as having attention deficit disorder. Past IEPs have included
behavioral goals and services. She currently receives medication which effectively controls
problems of attention and work completion.

For English language learners, document any language-support accommodations that will be
provided on districtwide assessments that are different from accommodations that will be provided
due to disability.
Examples:
●

Due to her ELL status, Maria will be provided written directions in Spanish on districtwide
assessments.

●

In addition to assessment accommodations due to his disability, Thanh will have available
an approved English/Vietnamese word-to-word dictionary on districtwide assessments.

PROMPT: Describe the effect of this individual’s disability on involvement and progress in the
general education curriculum and the functional implications of the student’s skills. For a preschool
child, describe the effect of this individual’s disability on involvement in appropriate activities.
DOCUMENT: Make a general statement regarding the impact of the individual’s disability on
curriculum involvement, and, for preschool children, involvement in appropriate activities. You
must include information that describes the functional implications of the effect of the student’s
disability. Include both in-school and out-of-school implications.
Examples:
●

Simon is progressing through the general curriculum at a level expected for his grade in
math, science, and social studies, but below his peers in language arts. He does not
independently acquire content through reading and requires assistance in creating written
products in subject areas. Accommodations will be required on job placements where
reading and writing skills are necessary.

●

Maria’s physical limitations do not interfere with acquiring the content of the general
curriculum. However, she is not always able to fully participate in all learning tasks and
activities (e.g., she can use a microscope to observe the cellular structure of a leaf but
requires assistance to prepare a slide) and does not always participate in the same manner
as peers (e.g., she creates written products with a voice activated computer system). Maria
is very mobile in her wheelchair, but at times physical barriers interfere with access to
places and activities.
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●

Torrance’s behavior does not interfere with his ability to be involved and make progress in
the general curriculum. Interpersonal relationships with school peers and with adults, both
in and out of school, have been affected. Job placements while in school and employment
after graduation could be affected.

●

Tana’s progress in the general curriculum is below peers in all areas. She does not always
recognize potential danger in the community (traffic, strangers, etc.) In order to live
independently, she will require self-help skills and assistance in accessing the community.

●

Gerald (age four) is developing at an age-expected rate and is able to participate in all
age-appropriate activities but cannot always be understood when communicating with
same-age peers and unfamiliar adults.

●

Tyler (age three) is developing at an age-expected rate in early literacy and early math;
however, his behavior interferes with his ability to interact with same-age peers during
group and center time.

Page B Ages 13–21: PLAAFP
BUTTON: View Page B PLAAFP Ages 13–21

Overview
The sections of the Present Levels of Academic Achievement and Functional Performance
(PLAAFP) are intended to:
●

Engage parents and students in the IEP process

●

Establish a context for discussion by the IEP team

●

Establish a foundation for decision making (e.g., priorities for goals, activities, etc.)

●

Establish a foundation for specially designed instruction

NOTE: In Iowa, secondary transition planning should begin no later than the first IEP to be in
effect when the student turns 14 years old (or younger if determined by the team).
Complete these items as a team before proceeding to the discussion of the rest of the IEP.
PROMPT: Strengths, interests and preferences of this individual
DOCUMENT: The IEP team is required to consider the strengths of the eligible individual.
Document interests and preferences to assist in planning for the individual’s needs.
Strengths are general things the student is good at (singing, telling jokes, math computation,
sports, band, following directions, etc.).
Interests are things, events, or people that evoke the student’s curiosity (sports, rocks, peer
interaction, computers, music, etc.).
Preferences are things, events, or people that the student chooses over others. They could
pertain to, but are not limited to, the needs of the student in the school setting (e.g., prefers
working with a partner, working independently, utilizing hands-on activities, etc.).
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PROMPT: Parents’ concerns regarding their child’s education
DOCUMENT: The IEP team is required to consider the concerns of the parents for enhancing the
education of their child. Sometimes, these are general statements (“We would like more help in the
area of math”, “We don’t think her reading is coming along as well as it could”), but may be quite
specific (“We would like another hour of associate help for Susan”, “Jeremy needs access to a
computer at all times”).
At this point in the IEP process, it is not time to set goals or define services, activities, and
supports. First, assure the parents that their concerns will be addressed as the IEP is developed
and record their concerns in their own words. Second, make sure that the parents’ concerns are
addressed as the IEP is developed. If the parents have no concerns, state “The parents have no
concerns.”
Consideration of the parents’ concerns for enhancing their child’s education is a required
component of the IEP process. An effort needs to be made to obtain parent input any time it is
known that the parents will be unable to attend the IEP meeting.
PROMPT: Special considerations to be addressed in developing this IEP
DOCUMENT: Respond to each area of consideration. At this point in the IEP process, the team is
identifying specific areas that bear consideration and potential action as the rest of the IEP is
developed. Each decision must be documented, though some may require little discussion
(e.g., limited English proficiency for a student whose first language is English).
Addressed in this IEP means only that the area represents a concern and that at least some
information is provided about this area in the IEP. The discussion of a special consideration that is
an area of concern, and the indication that the area will be “addressed in this IEP” could result in
information being documented under Other Information, Effect of Disability, Course of Study,
Goals, Services and Supports, or other sections of the IEP.
For example, if behavior is of some concern but classroom or program-wide positive behavior
supports are having a beneficial effect and individualized supports are unnecessary, the team
would check the first option and could note relevant information in the “Other Information” section
of the IEP. However, if behavior is a significant concern that the team believes it must be
addressed in the IEP (goals and services, activities or supports) and in a Functional Behavioral
Assessment (FBA) and Behavior Intervention Plan (BIP), the team would indicate both of the first
two options and follow the specific requirements of the FBA and BIP.
PROMPT: Behavior
DOCUMENT:
●

Indicate that behavior is an area of concern and will be addressed in the IEP when the
student’s behavior interferes with her or his learning or the learning of others.

●

Indicate that behavior is an area of concern and will be addressed in a Functional
Behavioral Assessment (FBA) or an existing FBA will be reviewed and modified, if needed.
A Behavior Intervention Plan (BIP) will be developed if required to appropriately address
the student’s needs or a BIP is required due to a disciplinary action.
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PROMPT: Communication and Language
DOCUMENT:
●

Indicate that communication and language is an area of concern and will be addressed in
the IEP when either (1) communication needs are a known concern or (2) the student is
deaf or hard of hearing and the impairment adversely affects his or her learning.

●

Indicate that communication and language is an area of concern and will be addressed in a
Communication Plan for the Deaf and Hard of Hearing when the student is deaf or hard of
hearing, the impairment adversely affects his or her learning and a communication plan is
needed.

PROMPT: Health
DOCUMENT:
●

Indicate that health is an area of concern and will be addressed in the IEP when the
student’s health interferes with access to educational environments or interferes with
educational performance.

●

Indicate that health is an area of concern and will be addressed in a health plan when the
student’s health interferes with access to educational environments or interferes with
educational performance and specific action is required in the school setting.

PROMPT: Braille
DOCUMENT: Indicate that braille instruction is needed when the student’s vision is impaired to the
extent that even with correction, the vision limits educational performance, and braille instruction is
needed.
PROMPT: Limited English Proficiency
DOCUMENT: Indicate that limited English proficiency is a concern that will be addressed in the
IEP when the student’s first language is not English and the student has not acquired academic
proficiency in English.
PROMPT: Assistive Technology
DOCUMENT: Indicate that assistive technology is needed and will be addressed in the IEP when
the student cannot complete or participate in daily educational tasks or activities because of the
disability and assistive technology is needed.
PROMPT: Accessible instructional materials/Accessible educational materials (AIM/AEM)
DOCUMENT: Accessible instructional materials have been broadened to accessible educational
materials, including digital instructional materials. In addition to considering alternate formats for
printed materials, the expansion to accessible educational materials requires teams to consider
access to technology-based materials. Discuss the student’s potential need for accessible
instructional/educational materials. Accessible instructional/educational materials (AIM/AEM), are
materials that are designed or converted in a way that makes them usable across the widest range
of student variability, regardless of format (print, digital, graphic, audio, video).
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The team thinks about “whether the student (1) can gain information from standard print-based
and technology-based instructional materials used across the curriculum by all students, (2) needs
the materials in a specialized format, or (3) needs modified content or alternative materials”
(National Center on Accessible Instructional Materials).
If a team identifies an option for a student that requires specialized formats, then the team would
mark “yes” for AIM/AEM on the PLAAFP and provide language summarizing the decision-making
process on the “Other Information essential for the development of this IEP” textbox on Tab B.
The AT consideration checkbox will generally be checked along with AT Device and AT Support
on Tab F/Activities. Accessible Instructional Materials must be selected in the pull-down on Tab
F/Activities. This will create a text box description area and information related to the AIM/AEM
requirements should be listed here. List materials and media and the support needed for
AIM/AEM. Include information related to required AIM/AEM and activities related to participation in
nonacademic or extracurricular activities.
If the team identifies the student does not require specialized formats, then the team would mark
“no” for AIM/AEM on the PLAAFP.
PROMPT: NIMAS eligibility
DOCUMENT: Students who are NIMAS-eligible comprise only some of the eligible individuals
whose needs include accessible materials.
A student is NIMAS-eligible if the student is:
1. Blind (visual acuity is 20/200 or less in the better eye with correction or whose widest
diameter if visual field subtends an angular distance no greater than 20 degrees)
2. Visually impaired (impairment with correction prevents the reading of standard printed
material)
3. Unable to read or unable to use standard printed material as a result of
physical limitations; OR
4. Certified by competent authority (i.e., a physician) as having a reading disability resulting
from organic dysfunction of sufficient severity to prevent reading printed material in a
normal manner.
PROMPT: Transition assessments
DOCUMENT: For each post-secondary area of living, learning, and working, document information
sources and results of transition assessments. The results must include data or skills information
that are sufficient to demonstrate that the area has been assessed and to determine if there is a
need for services, supports, or activities.
Transition assessments are broadly defined and may include a review of school records and
classroom data; interviews of the student, caregivers, parents, or employers; observations;
questionnaires, and informal or published assessments. The table on the following page provides
a set of prompts to assist in considering potential information needs.

AEA IEP Documentation Guide

Page 46

Table of Contents

Transition Assessment Examples (Living)
Jared
●

Living information sources: Parent and student interviews, school and community-based
observations.

●

Living results: Jared is able to function independently to meet his needs for post-secondary
living. He has a driver’s license and can access community resources, cook, clean, do
laundry, take care of personal hygiene and manage his checking and savings accounts.

Suzy
●

Living information sources: School records, including adaptive skills inventories; parent and
caregiver interviews; and school and community-based observations.

●

Living results: Suzy can chew and swallow solid food when it is presented to her. She can
assist in transferring her weight from a sitting position and can sit without support for five
minutes. She can use her electric wheelchair to get around indoors in familiar settings but
needs assistance in crowded or unfamiliar settings. She also needs assistance to complete
all daily living tasks. Suzy adapts easily to new people and new routines.

Transition Assessment Examples (Learning)
Jared
●

Learning information sources: Teacher and student interviews, school records, Iowa Tests
of Educational Development.

●

Learning results: Jared’s Iowa Assessment scores all exceed the 75th percentile. His
classroom work is of excellent quality and math, reading, and writing skills are comparable
to that of his peers. However, Jared does not keep track of assignments nor allocate time
outside of class to complete homework or study for tests. As a result, homework is turned
in accurately 69% of the time, which affects his grades (1.74 GPA). A higher grade point
will be necessary for Jared to pursue his post-secondary expectation of a four-year degree.
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Suzy
●

Learning information sources: School records, teacher interviews, classroom data.

●

Learning results: Suzy uses a communication system to express basic needs. She
demonstrates an understanding of common signs and symbols in the community and 250
selected sight words but does not read connected text. She understands basic concepts of
quantity (e.g., more-less), follows a picture schedule and understands time signals
(e.g., school bells), and can match amounts to a model, but she does not count, perform
calculations, tell time, or read a calendar. Suzy enjoys learning new tasks and changes in
routine.

Transition Assessment Examples (Working)
Jared
●

Working information sources: School records; parent, student, and community experience
supervisor interviews.

●

Working results: Jared has a job through the school work experience at the hospital where
he helps transport patients and deliver lab results. At work, he is friendly and completes his
assignments on time. At times, however, he does not accept changes in assignments well
and is occasionally late or absent without calling in. At home, Jared has a number of
chores for which he receives an allowance. He needs reminders to complete those tasks
and can be explosive when asked to redo tasks. He expresses a keen interest in
continuing to work and receive further education in the area of health care. He cannot
complete a resume or job application nor does he know how to contact employers for
potential work.

Suzy
●

Working information sources: School records, parent and teacher interviews.

●

Working results: Suzy can attend to tasks for up to ten minutes and can remain in the same
physical position for up to 45 minutes. She has difficulty with fine motor tasks but can follow
a three-step picture routine (match-to-sample). She works well with others and prefers
socially active environments with bright, active, physical attributes.

PROMPT: Other information essential for the development of this IEP
DOCUMENT: Document information that establishes the need for activities and supports that are
not directly related to a goal of the IEP. For example, a student with a physical limitation may need
the accommodation of additional time to complete certain tasks in the school setting. Also,
document information that the IEP team believes is useful to an understanding of the eligible
individual’s current status and needs or may require future action through the IEP.
Examples:
●

Juan is ambulatory but walks and goes up and down stairs very slowly.” This information
establishes the need for an accommodation. Service, activity, or support (Page F): “Juan is
allowed six minutes to make class changes without being considered tardy.”

●

Tina has been diagnosed as having attention deficit disorder. Past IEPs have included
behavioral goals and services. She currently receives medication which effectively controls
problems of attention and work completion.
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NOTE: When completing this section for a Reevaluation IEP during high school, the IEP team may
wish to include information needed by adult service providers to document the severity and
persistence of the student’s disability over time. This information should provide a succinct
summary that leads up to the next item in the IEP (effect of this individual’s disability). Include any
accommodations that have proven effective for the student.
Example:

• File review indicates that developmental delays were recognized before age two. Jeremy
has received special education support from age two to present. He has displayed
significantly slow progress in all domains, and his educational needs have included
academic and functional life skills components.

PROMPT: Describe the effect of this individual’s disability on involvement and progress in the
general education curriculum and the functional implications of the student’s skills.
DOCUMENT: Make a general statement regarding the impact of the individual’s disability on
curriculum involvement and pursuit of the post-secondary expectations. You must include
information that describes the functional implications of the effect of the student’s disability. Include
both in-school and out-of-school implications.
Examples:
●

Simon is progressing through the general curriculum at a level expected for his grade in
math, science, and social studies but below his peers in language arts. He does not
independently acquire content through reading and requires assistance in creating written
products in subject areas. Accommodations will be required on job placements where
reading and writing skills are necessary.

●

Maria’s physical limitations do not interfere with acquiring the content of the general
curriculum. However, she is not always able to fully participate in all learning tasks and
activities (e.g., she can use a microscope to observe the cellular structure of a leaf but
requires assistance to prepare a slide) and does not always participate in the same manner
as peers (e.g., she creates written products with a voice-activated computer system). Maria
is very mobile in her wheelchair, but at times, physical barriers interfere with access to
places and activities.

●

Torrance’s behavior does not interfere with his ability to be involved and make progress in
the general curriculum. Interpersonal relationships with school peers and with adults, both
in and out of school, have been affected. Job placements while in school and employment
after graduation could be affected.

●

Tana’s progress in the general curriculum is below peers and standards in all areas. She
does not always recognize potential danger in the community (traffic, strangers, etc.) In
order to live independently, she will require self-help skills and assistance in accessing the
community.

NOTE: It is not necessary to repeat information that has been provided in the Transition
Assessments sections. Note “See Learning Results”, “See Living, Learning, and Working Results,”
and so forth as appropriate. Then add any additional effects of the disability, such as effects on the
impact on involvement in non-academic and extracurricular activities.
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PROMPT: Post-secondary expectations
DOCUMENT: Statements about post-secondary expectations describe what the student will
pursue after graduating from high school. The areas of living, learning, and working are
considered. These statements should be based on assessment information (including student and
family preferences) and represent what the IEP team, including the student and parents, will use to
plan goals, services, activities, and supports. Post-secondary expectations should project into the
future after high school. They should also be written in terms that are observable and state the
actual result, not the process of doing it. For example, “will work at …” rather than “will apply for
jobs.”
Post-secondary expectations must:
●

Project beyond high school

●

Include an anticipated result in each of the areas of living, learning, and work

●

Be written as observable behaviors

●

Become more specific as a student approaches his or her post-secondary transition; AND

●

Be the foundation for the course of study; goals; and services, activities, and supports
documented in the IEP

Examples:
●

Living: Josh will live in an apartment with roommates.

●

Learning: Josh will complete an associate degree in landscaping.

●

Working: Josh will work in the greenhouse/landscaping business.

PROMPT: Area of need
DOCUMENT: Use this box to indicate if the needs identified during the transition assessment will
be addressed through the provision of services, supports, or supplementary aids to complete goals
or activities for the duration of the IEP under development. Keep in mind that transition is a
multi-year process. It is possible that some needs identified through the transition assessment will
not result in services, supports, and supplementary aids in the coming year. Some may not ever
rise to a level of priority to need services, supports, or supplementary aids.
If the IEP indicates that no supports or services are needed in a post-secondary area (living,
learning, or working) for the coming year, then one of two things must also be present: (1) either
the assessment information in the PLAAFP must be sufficient to determine that no needs exist in
that post-secondary area or (2) the course of study should indicate that the need will be addressed
in a future year. An area of need might be addressed in the course of study by specifying courses
or activities that will occur at some point in the future but those needs might not be addressed
through goals, services, and activities in the IEP being written through goals, services, and
activities.
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Example:

• Sierra is a freshman. Her post-secondary expectation is to work as a veterinarian’s

assistant. Her course of study includes junior and senior year activities specific to this
occupation. If there are no freshman or sophomore year activities specific to the
post-secondary expectation for work, the IEP team would document “No” to the question:
“Is working an area of need that will be addressed with goals, services, or activities in this
IEP?”

Course of Study
To earn a regular high school diploma, a child with a disability must complete four years of
English, three years of math, three years of social studies, and three years of science
(“4-3-3-3”). It will no longer be permissible to award a regular high school diploma based solely on
IEP goal attainment. A child may either graduate based on 4-3-3-3 or based on 4-3-3-3 plus
IEP-specified goals or activity completion. The Course of Study examples align with these
requirements.
PROMPT: Graduation requirements
DOCUMENT: Complete this item by one of the following means:
Specify: (1) the overall number of credits/years the student needs to graduate (for a regular
diploma, must meet the 4-3-3-3 requirement), (2) overall subject areas and required number of
credits/years (e.g., 4 years of English), and (3) any other district graduation requirements that
apply; OR
Specify: (1) the overall number of credits/years the student needs to graduate (for a regular
diploma, must meet the 4-3-3-3 requirement); (2) overall subject areas and required number of
credits/years (e.g., 4 years of English); (3) any other district graduation requirements that apply;
AND (4) any IEP specifications for graduation; OR
If the student is to complete their K–12 education by other means and will not receive a regular
diploma, specify the IEP team-determined requirements specific to the student.
NOTE: For additional information on graduation requirements for eligible individuals, please refer
to the Iowa Department of Education website on graduation requirements.
See additional Course of Study Examples.
PROMPT: Current status
DOCUMENT: State clearly and specifically the student’s current status in relation to the stated
graduation requirements.
Include:
●

the required courses yet to be completed

●

the number of credits/years yet to be completed; AND

●

any other accomplishments required for graduation
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PROMPT: Target graduation date
DOCUMENT: Document the anticipated month, date, and year of graduation. This date represents
an accomplishment that is feasible for the student and is the IEP team’s best guess at the time the
IEP is being written. This date may be changed, if necessary, in future IEPs.
PROMPT: Courses and activities needed to pursue the post-secondary expectations and graduate
by the projected date
DOCUMENT: It is not necessary to repeat course information that has already been documented
in previous items (What requirements does this student need to meet to graduate? What is this
student’s current status with regard to these requirements?). Provide additional information and/or
necessary detail here.

Page D – Goals & Progress Monitoring
Including Graphs and Monitoring Log
BUTTON: View Goals Page
BUTTON: View Monitoring Log
PROMPT: Goal area
DOCUMENT: On the Goals tab, click “Add Goal” and select a goal area from the pull-down and
the domain auto-fills.
When a goal area is selected …

… this domain autofills

Reading Writing Math

Academic

Communication

Communication

Behavior

Behavior

Physical

Physical

Health

Health

Hearing/Vision

Hearing/Vision

Adaptive Behavior

Adaptive Behavior

Employability Skills Financial Literacy
Health Literacy Technology Literacy

21st Century Skills

When several different goal areas (e.g., adaptive behavior or employability skills, math or financial
literacy or adaptive behavior) accurately reflect the content and the intent of the goal, any of the
potential goal areas may be used.
When several different goal areas (e.g., behavior and employability skills) accurately reflect
different aspects of a concern (e.g., reducing an undesirable behavior and building positive,
pro-social behaviors), each may be used to develop a goal specific to those skills.

AEA IEP Documentation Guide

Page 52

Table of Contents

PROMPT: Current Academic Achievement and Functional Performance (CAAFP)
DOCUMENT: Include relevant evaluation information from the initial or most recent evaluation,
district-wide assessments, and current performance in comparison to general education peers and
standards** and the functional expectations of the environments where the individual’s skills will be
performed. Relevant information is directly related to the goal area and recent enough to merit
consideration in developing this particular goal.
Examples:
●

Referenced to Iowa Early Learning Standards (behavior). Olivia, 3 years 10 months, is able
to follow simple verbal directions when given verbal and visual prompts. She needs an
average of 3 prompts when given a direction during a 5-minute period. Olivia does her best
when there are limited distractions in her environment and given a visual cue such as a
picture schedule. She is able to maintain a child initiated play for up to 5–7 minutes when it
is a preferred activity. During an adult directed activity, Olivia needs verbal prompts to stay
on task and physical assistance to come back to the activity.
When she is redirected or asked to complete a non-preferred task/activity, she often
tantrums and becomes very upset. She displays the following behaviors in such situations:
screaming, yelling, crying, hitting, kicking, and throwing toys. According to developmental
expectations and the GOLD Assessment, children of the same age are able to follow
simple requests not accompanied by gestures, follow directions of 2 or more steps that
relate to familiar objects/experiences, accepts redirection from adults, manage classroom
rules, routines and transitions with occasional reminders and sustains work on interesting
tasks and ignores most distractions and interruptions.

●

Referenced to the Iowa Core (behavior). Jarrod does not display the skills needed to
establish and maintain relationships with peers and to complete work. He frequently makes
remarks that are critical of the ideas and opinions of others, and only occasionally offers
ideas and opinions of his own. Given work that his teachers judge to be within his skills to
complete on his own, he often seeks assistance from peers and adults. Peers frequently
decline to give assistance. Based on recent observations, peers average less than one
peer-directed critical remark (as defined in Jarrod’s behavior intervention plan) per class
period.

●

Referenced to Iowa Early Learning Standards (math). Clay, 4 years 8 months,
demonstrates delays in understanding counting, ways of representing numbers and
relationships between quantities and numerals. Clay was able to verbally count to a
median of 4, count objects up to 5 for 50% of the trials, and demonstrated an
understanding of “more, less, and equal” for 50% of the trials. The GOLD Assessment age
expectations for children of the same age are to verbally count to 20, accurately count
10–20 objects, and consistently identify which part has more/less/equal.
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●

Referenced to the Iowa Core (reading). Maribelle accurately decodes one and two syllable
words that follow phonetic rules (e.g., cat, pretend) but has difficulty decoding unfamiliar
multisyllabic words (e.g., photosynthesis). Maribelle has difficulty recognizing grade-level
sight words especially when spelling and sound do not correspond (e.g., said, women). In
4th grade level text, it is hard for her to determine the meaning of words and phrases from
context, identify the theme of a story or main idea of an informational text, and to draw
inferences from what she reads. In 2nd to 3rd grade-level text, her performance is better at
identifying word meanings, themes, and main ideas, but is inconsistent. Maribelle’s reading
score on the 4th grade Statewide Assessments was the 9th percentile. Her peers average
140 words read per minute with 98% decoding accuracy in fourth grade materials.

●

Referenced to the Iowa Core Essential Elements (writing). In core language arts class,
Andrew’s sixth grade peers are using technology/laptops to work collaboratively, to conduct
research on the internet, and to produce and publish writing that is approximately three
pages in length. They collaborate with the teacher and other students using collaborative
technology (e.g., Google Docs). At this time, Andrew uses collaborative technology and
works with others during the writing process with the facilitation of an adult. He can use the
internet to access information about a topic of interest that leads to a written summary. He
accesses modified books of grade level content from Tar Heel Reader (collections of
modified books with images written at significantly off grade level reading). Andrew uses a
talking word processor to assist with the comprehension of these text and other sources to
research information. In the content areas of science and social studies, Andrew is also
able to access information from grade level textbooks using Read 2 Go / Bookshare on his
iPad, which provides a text reader. When researching topics, Andrew uses a graphic
organizer. The graphic organizer supports language development and increases the quality
of his writing.
During the research, Andrew identifies and places the components of his research topic
within a graphic organizer. Andrew’s sixth grade peers are able to write in complete
paragraph format, including the main idea, supporting details, and a conclusion.
Currently, Andrew does not independently write in full paragraph format, however, he uses
a graphic organizer to support the development of writing details, supporting statements,
and summarizing the topic. Andrew can produce short written summaries on researched
areas (1–3 sentences) using word prediction software. The word prediction software
supports Andrew’s motor planning and spelling accuracy. On his iPad, he utilizes Typ-O
HD to write sentences and is able to email short written products to his teacher.

Information related to the expectations of the Iowa Early Learning Standards, the Iowa Core, and
Iowa Core Essential may be found here: Iowa Core, Iowa Early Learning Standards, and
Iowa Core Essential Elements.
NOTE: Ending the CAAFP statement with the data that will be compared to the baseline will make
it easier for the reader of the IEP to follow the progression of items.
PROMPT: Baseline
DOCUMENT: State the student’s current performance on the indicator that will be used to
measure progress towards the goal.
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The baseline, just like the goal, must be observable, measurable, and specific.

• The baseline must include a number.
• The baseline number is also the graph starting point for progress monitoring.
• The measurement tool used to determine the baseline must also be the measurement tool
used in progress monitoring.

Example: Maribelle reads 74 words per minute with 83% decoding accuracy in fourth grade
materials.
PROMPT: Measurable annual goal
DOCUMENT: The goal represents an ambitious and realistic one-year accomplishment. The goal
must address needs identified in the Present Levels of Academic Achievement and Functional
Performance (PLAAFP). A well-written goal should be meaningful, measurable, able to be
monitored, and useful in making decisions.
The goal must include:

• Conditions (when and how the individual will perform): In 36 weeks, given a fourth grade
level passage.

• Behavior (what the individual will do): Maribelle will read.
• Criterion (acceptable level of performance): 100 words per minute with 95% decoding
accuracy.

The IEP must contain appropriate measurable post-secondary goals based upon age-appropriate
transition assessments related to training, education, employment, and where appropriate,
independent living skills. Transition skills then are designed to assist students to reach these
goals. In Iowa these areas are designated as living, learning, and working. The practice of
identifying appropriate measurable post-secondary goals begins with the statement of
expectations and continues with determining the relationship of goals to these expectations. For
example, a reading goal might be linked to an expectation to graduate from college, a math goal
might be linked with an expectation that a student lives (and budgets) independently.
PROMPT: Progress monitoring procedures
DOCUMENT: Indicate (1) how progress toward this goal will be measured, (2) how often progress
will be measured and graphed, and (3) the decision-making rule that will be utilized to determine
when changes to the goal or to the instructional or intervention approach and how the rule will be
applied.
Describe frequent and repeated measures. Measures must accurately assess the skills being
taught and be administered with sufficient frequency for educators to be responsive to the child’s
needs. In most situations, data is expected to be collected and entered every two weeks unless
the IEP specifies a different period of time between data points.
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Considerations regarding the frequency of monitoring include:

• Frequency of service is less than once every two weeks.
• Measures are not sensitive to change every two weeks.
• Data collection every two weeks does not align with the service delivery model.
• The potential need for more frequent progress monitoring when rapid changes to instruction
or intervention may be necessary (e.g., adjustments to services and supports driven by a
behavior intervention plan)

NOTE: The baseline and goal criterion must have the same numeric measurement and the
evaluation procedures must correspond to that measurement.
Good alignment: Baseline: Suzy is on-task 62% of the time. Goal criterion: Suzy will be on-task
90% of the time. Evaluation: Weekly structured classroom observations.
Bad alignment: Baseline: Suzy is on-task 62% of the time. Goal criterion: Suzy will complete 95%
of her assignments on time. Evaluation: Test grades.
PROMPT: Position(s) responsible for services
DOCUMENT: Responsible person(s) may include special education teacher, social worker, school
psychologist, parent, work experience coordinator, etc. (Use titles, not names, as specific staff
could change while the IEP is in effect).
PROMPT: See attached graph
DOCUMENT: Obviously, data must be collected on all goals. Visual displays facilitate both
decision making and communication. The use of a graph or other visual representation of student
data and the targeted level of performance is required. Data collection and entry must be
completed as specified in the IEP.
The Web IEP allows the uploading of Associated Files (e.g., an Excel file with a graph or chart). If
forms of visual display other than the Web IEP are used, data collection and entry must be
completed as specified in the IEP, and the graph must be uploaded as an associated file to the
Web IEP as often as progress reports are provided to parents (e.g., at the end of each quarter,
tri-semester, etc.). However, the use of the Web IEP graphing option is strongly encouraged.

Short-term objectives or major milestones
Short-term objectives or major milestones are required only for students who will be assessed
using alternate achievement standards (i.e., student who will have the alternate assessment).
Short-term objectives or major milestones may be written for other students. Keep in mind that
even if short-term objectives or major milestones are written, the goal itself must be measurable. It
is not permissible to write “Joey’s reading skills will improve” in combination with measurable
objectives or measurable milestones.
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PROMPT: Short-term objectives
DOCUMENT: Short-term objectives are the skills the student needs to acquire or be able to
perform in order to reach his/her goal. For the goal “In 36 weeks, James will purchase ten grocery
store items from a written list with 100% accuracy,” short-term objectives might be:

• By November 1, James will read orally the names of 50 items in the grocery store where his
family shops from a written list with 100% accuracy.

• By December 15, James will locate 50 items in the grocery store where his family shops
from a written list with 100% accuracy.

• By February 15, James will select ten items from a grocery list, place them in the cart and
take them to the checkout lane and place them on the conveyor belt with 100% (30 of 30
steps) accuracy.

• By April 15, James will give the grocery store clerk sufficient money to make a ten item
purchase with 100% accuracy (sufficient money on 10 of 10 trials).

PROMPT: Major milestones
DOCUMENT: Major milestones are sequentially written, logical, task-analyzed components of the
annual goal. For the annual goal “In 36 weeks, given a fourth grade level passage Maribelle will
read 100 words per minute with 95% decoding accuracy” major milestones might be:

• By November 1, Maribelle will read 80 words per minute with 90% decoding accuracy.
• By January 1, Maribelle will read 80 words per minute with 95% decoding accuracy.
• By March 1, Maribelle will read 90 words per minute with 95% decoding accuracy.
• By May 1, Maribelle will read 100 words per minute with 95% decoding accuracy.
PROMPT: Dates expected
DOCUMENT: Include the dates of expected accomplishment in the statement of each milestone or
objective.
PROMPT: Comments, progress notes, dates achieved
DOCUMENT: Update this information at least as often as you would prepare a parent report.
PROMPT: Progress report
DOCUMENT: An eligible individual’s parents must be regularly informed, (through such means as
periodic report cards), at least as often as parents are informed of their nondisabled children’s
progress, of:
1. Their child’s progress toward the annual goals; AND
2. The extent to which that progress is sufficient to enable the eligible individual to achieve
the goals by the end of the year.
NOTE: If the method chosen to fulfill this requirement is updated goal pages, complete this section
and provide it to the parents.
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NOTE: If the method chosen to fulfill this requirement is a “report card,” include a copy of the
report card in the student’s school records.
See additional examples of documentation of baselines, goals, monitoring, and short-term objectives.

Page F – Special Education Services/Activities
BUTTON: View Services/Activities Page

Overview
The IEP must identify and clearly describe all services, activities, and supports that are committed
to or on behalf of an eligible individual. Do not include program-level supports that are routinely
available to all eligible individuals (e.g., LEA or AEA professionals who are available for
consultation).
Occasionally, parents provide a service, activity, or support (e.g., specialized transportation,
parentally owned communication device, etc.) that would otherwise be provided by the school
district or AEA. The parties (district and parents or AEA and parents) may agree to but are not
compelled to agree to such an arrangement.
Examples:
●

The public agency may ask the parents to provide a service, activity, or support for
reimbursement; the parents may decline and the district must make other arrangements.

●

The public agency may ask the parents or the parents may offer to provide a service,
activity, or support for reimbursement; if the parties agree, the parents and public agency
may negotiate reimbursement.

●

The parents may offer to provide a service, activity, or support without reimbursement.

The F and G pages of the IEP document commitments of school districts and AEAs for and on
behalf of an eligible individual. If parents provide a service, activity, or support for reimbursement,
document this on Page F or G; if parents provide a service, activity, or support without
reimbursement, do not document this on Page F or G. The team may wish to note the parents’
actions in “Other Information.”
Example: A child requires transportation in a vehicle with a wheelchair lift. Parents provide
transportation without reimbursement.
●

On Page G: Are specialized transportation services required that are related to the
disability? [ ] Yes [X] No

●

Other Information: Jess requires transportation in a vehicle equipped with a lift. Her parents
will provide transportation without reimbursement from the district.

Parents provide transportation for reimbursement.
●

On Page G: Are specialized transportation services required that are related to the
disability? [X] Yes [ ] No Check “Specially Equipped Vehicle”

●

On Page F: Describe the Transportation service (Jonah requires transportation in a vehicle
equipped with a lift. His parents will provide transportation and will be reimbursed by the
district).
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If the parents provide a service, activity, or support, with or without reimbursement, the district
must have a means to provide the service, activity, or support at times when the parent cannot.
In the Web IEP program, “services” and “activities and supports” are entered on separate sub-tabs
on the “F” tab.
Services imply a regular, purposeful, ongoing set of actions delivered to or on behalf of a student
over time. The systematic nature of a described service is reflected in the number of minutes and
frequency, the setting where services are provided and the persons responsible.
When a service is directly required for the accomplishment of a goal (e.g., specially designed
instruction for a math goal; a speech/language services for a communication goal, etc.) service
providers or educators directing paraprofessional services must be identified as the provider or
collaborator for the IEP goal.
Activities and supports are events, tasks, or things provided to or on behalf of an eligible
individual in order for the individual to take advantage of, or respond to, educational programs and
opportunities. Activities and supports are less regular or systematic than services and do not
require an ongoing designation of minutes in settings or monitoring of progress towards goal
attainment.
Distinguishing between services and activities and supports. If the nature of an action seems
as if it might be characterized as either a “Service” or an “Activity or Support,” apply these
guidelines for what a service is:

• Services are regular – “regular” means scheduled and occurring monthly or more often.
• Services are ongoing – “ongoing” means for the duration of the IEP.
• Exception to ongoing – Specially designed instruction is always a service. Occasionally,

due to a student’s course of study and the availability of classes within a school’s schedule,
there may be a school term (quarter, trimester, semester) during which no specially
designed instruction is provided. If the IEP includes specially designed instruction for any
period of time covered by the IEP, describe this on the Services or Future sub-tab.

Activities and supports are actions that do not meet these guidelines.
Future services. All services, activities, and supports that will be provided while the IEP is in
effect (usually one year) must be described. Services, activities, and supports that will begin on the
IEP’s start date are described on the Services and Activities tabs. Services, activities, and
supports that will begin more than 30 days after the start date of the IEP are described on the
Future tab. Follow the text prompts to assure that information is complete.
Future services, activities, and supports will not automatically roll over and become “live,” nor will
they be used to calculate LRE. If it is necessary to move a future service to the Services or
Activities tab, use the amendment process.
To move a future service to the Services or Activities tab, complete an amendment or a review or
reevaluation IEP.
When possible, secure parent consent beforehand for an amendment without a meeting – moving
information is not changing information.
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Once you have manually moved the future services to the Services or Activities tab, use the red X
on the Future tab to remove the service.
PROMPT: Web IEP Service entry (F tab, Services sub-tab)
DOCUMENT: Select a service from the pull-down menu (see Definitions)

●

Start date for new services defaults to the meeting date but is editable. Rolled over dates
come from the IMS for existing services are not editable. Note the correct start date in the
description.

●

Identify the service provider (only the provider’s position prints).

●

Specify the number of minutes of service per day, week, or month.

●

Indicate if the child will be removed from education with nondisabled peers to receive any
of the service.

●

If there is direct removal, specify the amount of removal per day, week, or month.

●

Describe the service in a manner that passes the “Stranger Test” – that is, if the child
enrolled at a new school, would teachers and/or support professionals there understand
the child’s needs and know what to do?
○

Terms such as consultative may be used only if the description makes clear the
commitment of services.

•

Example: Consultative occupational therapy services will be provided to
Sheree’s special education teacher and to her parents. Weekly contacts
(approximately 20 minutes each) will be made with both parents and
teachers for the first two months of the IEP with monthly contacts after
that.
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●

Removal from general education settings.
○

No direct removal. When special education time for the selected service is spent
entirely in environments that are available to eligible individuals, and nondisabled
peers, there is no direct removal. This includes team taught classrooms and
instruction involving mixed groups of students with disabilities and nondisabled
students, time in community experiences such as work placements and instruction
in community use and courses and activities that are open and available to all
students, regardless of the actual make-up of the group.

○

Yes, direct removal. When any special education time for the selected service is
spent in environments that are only open and available to eligible individuals, there
is direct removal. Time spent in individual services in a therapy room, instruction in
a special education classroom, or in a special school designed for and available to
only disabled peers would count as removal. If all the special education students in
a class receive physical education at the same time and eligible individuals are the
only students the class is made available to, the gymnasium or playing field is a
special education environment and the PE class time is removal time. Education in
a workshop or training facility in the community which serves only clients with
disabilities is removal.

View additional guidance on documentation of Assistive Technology and Accessible Instructional
Materials
PROMPT: Web IEP Activities and Supports entry
DOCUMENT: Select an activity or support from the pull-down menu (see Definitions)
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●

Specify the time and frequency for the activity or support. Both “time” (e.g., minutes, hours,
etc.) or the condition under which the activity or support will occur (“All timed tests”) are
permissible. Terms such as ‘intermittent’ or ‘as needed’ may be used only if the description
of the activity or support makes clear the commitment to or on behalf of the individual.
○

Examples:

• Time and frequency: Intermittent as described.
• Description: Robert will be provided with short-term counseling (two to three
contacts, 30 minutes each) following any office referrals for disruptive
classroom behavior. The counselor will reinforce/re-teach self-control
approaches Robert has learned in the past.

●

Identify the service provider and position.

●

Describe the activity or support in a manner that passes the “Stranger Test” – that is, if the
child enrolled at a new school, would teachers and/or support professionals there
understand the child’s needs and know what to do?

For additional information on documentation of Assistive Technology, click here.
PROMPT: Web IEP Future Services entry. If you enter a service begin date too far in the future,
you will see this message:

DOCUMENT: Click on the “Future” sub-tab, select a service, and click the “Add” button.
●

Start Date: Specify the start date for the selected service.

●

Provider: Identify the service provider by position (e.g., Special Education Teacher).

●

Total Time: Specify the number of minutes of service per day, week, or month.

●

Time removed from general education per day: If there is direct removal, specify the
amount of removal per day. “0” may be entered.

●

Description: Describe the service in a manner that passes the “Stranger Test” – that is, if
the child enrolled at a new school, would teachers and/or support professionals there
understand the child’s needs and know what to do?
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Page G – Special Education Services
BUTTON: View Special Education Services
PROMPT: Are extended school year (ESY) services required?
DOCUMENT: Document the decision of the IEP team (yes or no);
●

Identify the goals to be addressed through ESY services by number or goal area
(e.g., Goals 1 and 4; Self-help and Community use); AND

●

Briefly describe ESY services: (e.g., Occupational therapy 60 minutes per month;
Instruction in community use, 3 hours per week, etc.)

●

Complete the Extended School Year (ESY) Services form

NOTE: If the IEP team is unable to make an ESY determination at the time of the meeting
(e.g., additional progress monitoring data is needed), indicate “No,” and describe the time of or
circumstances of a meeting to discuss ESY.
Examples:
●

The team will meet in the spring to discuss ESY if Jen has not reached 80% of the annual
goal by April 15.

●

The team will convene in March to discuss ESY.

PROMPT: Are specialized transportation services required that are related to the disability?
DOCUMENT: Document the decision of the IEP team (yes or no).
NOTE: For a “yes” response, describe the specially designed transportation on Page F. Check or
describe the specialized transportation. More than one item may be checked.
Special route: A student is transported to an attendance center different from the student’s
domicile building, or a student is transported to school for a reason related to the disability even
though a nondisabled student living the same distance from school would not receive
transportation services.
Attendant services: An assistant or aide is required to provide physical assistance, ensure
student safety, or to manage the student’s behavior.
Specially equipped vehicle: A bus with a wheelchair lift or other special equipment is required to
transport the student.
PROMPT: Physical Education
DOCUMENT: The Web IEP allows a single selection. The IEP team indicates the option (general,
modified, or specially designed) that requires the greatest degree of individualization for any or all
of the student’s physical education program. If modified or specially designed PE is required for
some, but not all activities, the description of PE must delineate which activities require
modification or special design and which do not.
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Examples:
●

Modified (description on Page G): Teresa is able to participate in most general PE
activities. However, Teresa’s warm up routine is individualized and designed in
collaboration with the physical therapist, and fitness exercises are individualized.
Equipment must be non-latex.

●

Modified (description on Page G): Joshua requires the following modifications during all
PE activities: paraeducator support for safety and success due to visual impairment and
head injury; soft equipment and a designated “safe” area for skill practice.

●

Modified (description on Page G): David will change into his physical education attire in
the privacy of a bathroom, and will not change in the locker room.

●

Modified (description on Page G): Gina participates in physical education activities with
same-age peers using mobility aids (walker, mobile stander) and switch activated
equipment for archery, golf, basketball shooting, and volleyball serving.

●

Modified (description on Page G): Nate attends general physical education with peers
DAILY which provides him increased practice and skill repetition necessary to make
progress in the general curriculum.

●

Specially designed (description on Page F): Jose’s entire PE program is specially
designed. He requires activities that emphasize functional fitness (body support, transition
in and out of positions,) and lifetime recreational activities. He requires paraeducator
support, small group setting, and individualized instruction with adapted materials to
maintain personal strength.

●

Specially designed (description on Page F): Tara will participate in general PE activities
with age peers. She requires modifications in the general setting for endurance activities,
needing frequent rest time, reduced number of repetitions or less weight. When the typical
activity requires the propulsion of a large ball(s) (volleyball, basketball, soccer ball, football)
Tara’s participation must be specially designed with assistive technology.

If PE is “specially designed,” PLAAFP and CAAFP information must support the need, a goal is
required, and a description of services should appear on Page F.
PROMPT: Participation in district-wide assessment
DOCUMENT: “Yes” is selected for any student enrolled in a school district program, including children
enrolled in a voluntary four year old program, regardless of location or provider; children enrolled in an
early childhood special education program; and dually enrolled or shared-time students.

• If “yes” is selected, the Web IEP will display this question, “Is the IEP team considering
Iowa’s Alternate Assessments for this student's AYP assessment?
o

If this question is answered “yes,” the IEP team must address the Alternate
Assessment Eligibility Guidelines.

• “No” is selected for preschool children who receive AEA support services only, and for
students incarcerated in an adult correctional facility.
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AYP Assessments District-wide assessments include assessments given as a part of the state
accountability system for Adequate Yearly Progress (AYP). Iowa’s AYP measures are the
Statewide Assessments and Iowa’s Alternate Assessments (Dynamic Learning Maps). Indicate
how the student will participate. See the procedures manual for a more thorough discussion of IEP
team decision-making regarding assessments for AYP.
If AYP assessments will not be administered during the year while the IEP is in effect for
whatever reason (student grade level, shared-time nonpublic or dually enrolled competent private
instruction students who are not required to take specific assessments), indicate how the student
would participate if assessments were administered. Students with disabilities may participate
without accommodations, with accommodations, or through the state alternate assessment.
Indicate the IEP team’s determination.
English language learners If an ELL who has not been in US schools for a full academic year will
be taking an English language proficiency assessment in lieu of the AYP reading assessment,
indicate “Standard assessment.”
PROMPT: Accommodations
DOCUMENT: Describe accommodations if “With accommodations” was chosen.
Examples:
●

All items except reading test items will be read to Jorge.

●

Joshua may read items aloud.

●

Mara will state her selection (a, b, c, or d) and it will be recorded by an adult.

●

Petra will be allowed 10 extra minutes for the math calculation test.

Notes:
General. Accommodations may not change what’s being assessed, and must follow the directions
of the specific assessment tool regarding allowable accommodations.
Correspondence to classroom accommodations. Accommodations for assessments generally
correspond to accommodations given for classroom tests. For example, if extended testing time is
not given for classroom tests, the IEP team would need a sound reason to provide this
accommodation on district-wide assessments.
Eligible individuals who are English language learners (ELLs). An eligible individual who is
also an ELL may be eligible for assessment accommodations due to his or her ELL status
(e.g., provision of an English/native language word-to-word dictionary). ELL personnel typically
make these determinations. However, if the same accommodation has conflicting guidance for
ELLs and students with disabilities, the guidance for students with disabilities takes precedence.
Document any language-support accommodations will be provided on districtwide assessments
that are different from accommodations that will be provided due to disability in the “Other
information” section of the PLAAFP.
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ELL students with significant cognitive disabilities:
●

ELL students with significant cognitive disabilities are required by law to participate in the
ELPA21 assessment. The IEP team may exempt the reading domain, if it is not accessible
to the student.

●

If any of the accessibility features of the ELPA21 assessment are required for the student
to access and participate in the assessment, then these accessibility features must be
documented as accommodations on the IEP.

●

The IEP team, with the participation of (preferred) or input from the ELL teacher,
determines testing accommodations.

PROMPT: Iowa’s Alternate Assessments
In order to choose “Iowa’s Alternate Assessments (Dynamic Learning Maps),” the child must be
eligible for these assessments. See eligibility guidelines.
DOCUMENT: If the IEP team chooses “Iowa’s Alternate Assessments,” state:
1. The reason why the student cannot participate in the general assessment; AND
2. The reason why the alternate assessment is appropriate for the student.
Examples:
●

Why the student cannot participate in the general assessment. The general assessment
does not afford sufficient and appropriate means for Barbara to demonstrate her skills.

●

Why the alternate assessment is appropriate for the student. Based upon Barbara’s
communication, academic, and adaptive behavior needs, she requires substantial
instructional supports and accommodations. Being educated and assessed within the
alternate achievement standards of the Iowa Core provides Barbara with access to multiple
appropriate means of learning and multiple appropriate opportunities to demonstrate her
learning.

PROMPT: Non-AYP district-wide assessments
Students with disabilities are expected to participate in all district-wide assessments. A districtwide
assessment is an achievement or performance measure that is required by the local school
district, and is given to all students in a district in a particular grade.
DOCUMENT: Indicate how the student will participate in non-AYP assessments (with
accommodations, without accommodations, through an alternate assessment). If no non-AYP
assessments will be administered during the year while the IEP is in effect for whatever reason
(student grade level, shared-time nonpublic or dually enrolled competent private instruction
students who are not required to take specific assessments), indicate how the student would
participate if assessments were administered.
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When a student cannot meaningfully access a non-AYP district-wide assessment, even with
accommodations, an alternate assessment must be used. An “alternate” in the context of non-AYP
district-wide assessments means a process of evaluation that accomplishes the same purpose. If
the response to the Tab G item, “NonAYP district-wide assessments will be given …” is
“Through an Alternate Assessment,” additional information will be required.
●

If alternate methods will be used for non-AYP assessments: Why can’t the individual
participate in the general assessments? A response to this question might be something
like, “Standard tests and materials do not allow this student to respond in a meaningful or
timely way, even with accommodations.”

●

For each alternate, non-AYP district-wide assessment: How will the individual be
assessed and why is this alternate assessment appropriate for this student? Examples:
Vocational interest assessments. The IEP processes used to identify Carmine’s strengths,
interests, and preferences and to establish a post-secondary expectation for working will
be used in place of the vocational interest tests that are taken by 10th graders. The IEP
processes take into account multiple data sources and accommodate Carmine's mode of
communication.
K–2 Early Literacy. The Dynamic Learning Maps K–2 Literacy alternate assessment will be
used to meet the Early Literacy screening and progress monitoring requirements.
This assessment has been state-approved for children with significant cognitive disabilities.
Grade 3 Early Literacy.
Iowa's Dynamic Learning Maps Grade 3 English Language Arts alternate assessment will
be used to meet the Early Literacy screening and progress monitoring requirements. This
assessment has been state approved for children with significant cognitive disabilities.

LRE requirements Considerations:
●

To the maximum extent appropriate, children with disabilities, including children in public or
private institutions or other care facilities, are educated with children who are nondisabled.

●

Special classes, separate schooling, or other removals of children with disabilities from the
regular educational environment occurs only if the nature or severity of the disability is such
that education in regular classes with the use of supplementary aids and services cannot
be achieved satisfactorily.

●

School districts ensure that a continuum of alternative placements is available to meet the
needs of children with disabilities for special education and related services (including,
instruction in regular classes, special classes, special schools, home instruction, and
instruction in hospitals and institutions).

●

The child's placement is as close as possible to the child's home.

●

Unless the IEP of a child with a disability requires some other arrangement, the child is
educated in the school that.

●

In selecting the LRE, consideration is given to any potential harmful effect on the child or
on the quality of services that he or she needs; AND

●

A child with a disability is not removed from education in age-appropriate regular
classrooms solely because of needed modifications in the general curriculum.
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PROMPT: Will this individual receive all special education services in general education
environments?
DOCUMENT: IDEA’s LRE principle is intended to ensure that a child with a disability is served in a
setting where the child can be educated successfully. Consider supplementary aids and services
that, if provided, could facilitate the student’s placement in the regular classroom setting.
Following that consideration, if a determination is made that a student cannot be educated
satisfactorily in the regular educational environment, even with aids and services, that student
could be placed in a setting other than the regular classroom. If the answer to this item is “No,”
provide the team’s rationale.
Key considerations include:
1. Aids and services that would overcome obstacles to education in the general education
environment must be considered.
2. Decisions are made by IEP teams for a student based on the student’s unique needs and
circumstances.
3. A valid rationale will focus on the need for education in a different educational environment
to ensure success for the individual.
4. A growing body of research suggests that students with disabilities educated in the general
education settings acquire skills at a rate equal to or greater than students with disabilities
educated in special education settings.
5. If the child’s behavior in the regular classroom, even with the provision of appropriate
behavioral supports, strategies or interventions, would significantly impair the learning of
others, the IEP team may consider other placement options.
6. Just as a student’s behavior could be disruptive to instruction, the provision of a service
(e.g., individualized speech or occupational therapy services) in the general education
setting could impair the learning of other students.
7. Potential harmful effects on the student might include consideration of the student’s
sensitivity to being singled out or the student’s willingness to participate in special
education services provided in the general education setting.
8. A service may carry an expectation of privacy and confidentiality (e.g., counseling, health
procedures).
Examples:
●

The adaptations of content and delivery of instruction that CeCe needs require direct
instruction by a special educator in order for her to progress in the general curriculum.
Efforts to adapt content and delivery of instruction in the general education setting
(e.g., adapted materials and assignments, extra teacher assistance) have been
unsuccessful.

●

John’s behavior and social interactions (shouting at teachers, throwing objects at other
students) have interfered with the learning of others in the classroom. Interventions,
including positive behavioral supports and peer mediation, have been unsuccessful in the
general education setting. John’s counseling sessions require privacy.

●

Dina requires direct instruction by a speech-language pathologist. She is extremely
sensitive to being singled out and no other students in her general education class need
the same type of assistance (i.e., a small group session would not be possible).
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PROMPT: Will this individual participate in nonacademic activities with nondisabled peers and
have the same opportunity to participate in extracurricular activities as nondisabled peers?
DOCUMENT: Nonacademic activities include recess, lunch, and school assemblies. It is assumed
that all students, regardless of disability, will be able to access nonacademic and extracurricular
activities so long as they meet the school’s requirements for participation. If the answer to this
question is “No”, provide the team’s rationale.
PROMPT: Will this individual attend the school he or she would attend if nondisabled?
DOCUMENT: The school the child would attend if nondisabled is considered to be the school
building in the resident district where the child would be assigned at the point of initial enrollment
given a neutral application of the district’s attendance center policy. “Neutral,” in this context
means, without consideration of disability status or court-ordered placement. If the answer is “No,”
provide the team’s rationale. IDEA presumes that the first placement option considered for each
disabled student by the group of persons making the placement decision, which must include the
parent, is the school the child would attend if not disabled.
A valid rationale will focus on the need for education in a different school location to ensure
success for the individual. A “No” answer is required any time the proposed placement option is in
a district other than the district in which the child resides. A “No” answer is also required when the
proposed placement option is a building in the district where the child resides that the child would
not attend if nondisabled. The explanation for a “No” answer to this question must describe why
the special education services prescribed in the child’s IEP cannot be provided in the school the
child would attend if not disabled.
Notes regarding specific placement circumstances:
Open enrollment. Answer “Yes” to this item if the student is open-enrolled.
Preschool placements. Answer “Yes” to this item if a preschool student receives special
education services in a setting he or she might attend if nondisabled (e.g., a Head Start,
preschool) or if the student receives special education services in the elementary school he or she
would attend if school-aged. Answer “No” and provide an explanation for all other preschool
circumstances.
Court-ordered placements. Answer “No” to this item in cases where a court order results in a
placement in a school that is not the school the child would attend if not disabled. For the
explanation, simply document the facts of the court-ordered placement.
PROMPT: Will this individual attend a special school?
DOCUMENT: A special school is one that has a program specifically designed for eligible
individuals and serves only eligible individuals (e.g., Iowa School for the Deaf). If this individual will
attend such a school, the answer to this question is “Yes.” If “yes,” complete the Justification for
Special School Placement.
PROMPT: Progress reports
DOCUMENT: Indicate the frequency of progress reports and how that progress will be reported.
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RSD Tab – Required System Data
Overview
This information is addressed after decisions have been made through the process of developing
the IEP. Pre-K and K–12 RSD tabs are slightly different from one another.

PROMPT: School day – shortened
DOCUMENT: Indicate the team’s determination. A shortened school day should be a very
uncommon occurrence. Refer to 281-41.11(2)
PROMPT: School day – full-time or part-time
DOCUMENT: For children age 3 to kindergarten entry only, indicate if the child will be served on a
full- or part-time basis.
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PROMPT: Rec. Program (recommended program)
DOCUMENT: Select the appropriate program from the list. Most children will be assigned to one of
three levels of instructional programming (L1, L2, L3) or regular class with a support service such
as speech (RS). Assigning a level to a student’s program is the responsibility of the AEA Director
of Special Education or the Director’s designee.
PROMPT: WEF
DOCUMENT: A weighted enrollment factor (WEF) auto-fills, based on the recommended program
entry. The weighted enrollment matrices are located in the resources.
PROMPT: Enrollment basis
DOCUMENT: This answers the question: “Why is this child receiving his or her special education
in the specified location?” See Codes.
PROMPT: Served status
DOCUMENT: “B” (i.e., both State and Federal count eligible) if a child is served in a school district
provided or school district financed program. “F” (i.e., Federal) if a child is served in a program that
is not provided or funded by a school district (e.g., AEA-provided speech services).
PROMPT: Attending Building
DOCUMENT: Indicate whether the student receives more than 50% of his or her special education
services in the attending building (setting code and facility type are entered by the system).
PROMPT: Copies to
DOCUMENT: Identify parties, other than parents, school district and AEA, who need to receive a
copy of the IEP (sending district, outside provider, etc.).
NOTE: When parents are divorced and the child is not living with either, identify one parent as
“Adult 1,” the child’s residence as “Adult 2” and enter the other parent’s name in “Copies to” on the
RSD tab. “Copies to” will print on the bottom of the “A” page.
PROMPT: Disability(ies)
DOCUMENT: Indicate the disability designation(s) determined through a full and individual
evaluation or reevaluation. Most students with disabilities will be identified as “EI” as their sole or
primary disability. See Codes.

Behavior Documents
Functional Behavioral Assessment (FBA)
BUTTON: View FBA Form

Overview
A Functional Behavioral Assessment (FBA) must be completed when required to appropriately
address a student’s needs, or when required due to disciplinary action.
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If the Area Education Agency (AEA), the district (LEA), the parent, and relevant members of the
IEP team make the determination that a code of conduct violation that would result in a change of
placement was a manifestation of the child’s disability, the IEP team must conduct an FBA, unless
the AEA or LEA conducted an FBA before the behavior occurred, and implement a Behavioral
Intervention Plan.
PROMPT: Assessment Date
DOCUMENT: Document the date the FBA was completed.
PROMPT: FBA type
DOCUMENT: Indicate whether this is a new FBA, a revision to an existing FBA, or a review of an
existing FBA without any changes being made. A review without change indicates that the
information contained in the FBA is accurate, sufficiently current and valid as a basis for planning
and decision making.
PROMPT: Date
DOCUMENT: Indicate the date of the IEP meeting or date the IEP is revised without a meeting.
PROMPT: Individuals completing this Functional Behavior Assessment
DOCUMENT: List the individuals who contributed to the writing of this report. Do not list those who
contributed information but did not actually assist in the writing.
PROMPT: Contact person for this summary
DOCUMENT: Identify and provide contact information for the individual who would best be able to
respond to any questions regarding this assessment.
PROMPT: Behavior(s) of concern
DOCUMENT: State a clear, measurable, and observable description of the behavior(s) of concern.
Be specific. There are many ways to be aggressive, inattentive, disruptive, etc. The definition
should allow someone who is unfamiliar with the student to be able to recognize when the
behavior is and is not occurring.
PROMPT: Strengths
DOCUMENT: Describe student strengths that may support the development of interventions. Be
specific. For example, the student has high language comprehension ability; the student is able to
use picture cues/prompts; the student has good peer relationships; the student has strong math
skills, with performance at or above his/her peers.
PROMPT: Descriptive summary
DOCUMENT: Based on a variety of information sources, summarize what is known about the
behavior of concern and the conditions related to it. Include identification of resources. Identify
outside information sources, if any. You may attach relevant documents (in the Web IEP where
“Associated Files” are uploaded).
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PROMPT: Student skills – skill deficits
DOCUMENT: If “Yes,” describe the skill deficit of concern. Is it that the student can’t use
appropriate behavior instead of the behavior of concern (skill deficit) OR is it that the student won’t
use appropriate behavior instead of the behavior of concern (performance deficit)? For example,
the student is nonverbal and is expected to ask for help but does not do so (skill deficit) versus the
child is verbal and is expected to ask for help but does not do so (performance deficit.
PROMPT: Student skills – display of appropriate skills
DOCUMENT: If “Yes,” describe if the student possesses appropriate replacement behaviors. The
purpose of this item is to help determine if new skills need to be taught or if existing skills need to
be encouraged and reinforced. Has the student used appropriate behavior instead of the behavior
of concern in the situations documented in the descriptive summary? For example, sometimes the
student requests help verbally, sometimes the student uses a picture cue to request help, and then
sometimes the student tantrums (commensurate with a performance deficit).

Problem Analysis
PROMPT: What about the behavior is concerning?
DOCUMENT: Describe the aspects of the student’s behavior that make it a concern (frequency,
intensity, etc.). For example, the frequency of aggressive behavior – specifically hitting peers.
PROMPT: What is the expected or desired performance?
DOCUMENT: For some behaviors (stealing, throwing rocks at others, etc.) desired performance is
zero occurrences of the behavior of concern. For other behaviors (e.g., work completion) the
reasonable expectation is the typical performance of others in the classroom. For example, peers
engage in hitting 0 times per day.
PROMPT: What is the student’s current level of performance?
DOCUMENT: State the student’s current performance. Use positive phrasing whenever possible
(James completes 80% of his homework assignments). For example, Johnny hits his peers 5
times per day.
PROMPT: What is the discrepancy between the student’s expected and current performance?
DOCUMENT: State the difference in objective measurable terms. For example, the discrepancy
between the student’s expected performance (0 hits) and the current performance (5 hits) is 5.
PROMPT: Environmental conditions: Antecedents. What conditions make the behavior more or
less likely to occur?
DOCUMENT: Using the Descriptive Summary data above, determine the common antecedents to
the behaviors of concern. For example: “25/30 times that the student hit, the antecedent was
independent play with no teacher or peer attention.” It is important to note the conditions must be
what are actually observed, not what was believed to have happened.
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Describe:
●

The conditions that make the behavior more likely to occur, but do not directly or
immediately trigger the behavior (e.g., time of day, certain classes, particular adults or
peers present, etc.); AND

●

The events that directly and immediately trigger the behavior (e.g., teasing, specific
classroom demands, etc.)

PROMPT: Environmental conditions: Consequences.
●

What is the observed common response(s) of the teacher to the behavior(s) of concern?

●

What is the observed common response(s) of the teacher to the behavior(s) of concern?

DOCUMENT: Consequences are the actions and events that follow occurrences of the behavior(s)
of concern. Using the Descriptive Summary data above, determine the common consequences to
the behaviors of concern. For example, “28/30 times the student hit, the consequence was
followed by an adult reprimand.” It is important to note the conditions must be what are actually
observed, not what was believed to have happened – for example, adults may indicate the
behavior of concern is immediately followed by time out, however observation might show the
behavior of concern is followed by time out with adult reprimand during time out.
Positive consequences (actions and events that follow the occurrences of the behavior(s) of
concern and appear to reinforce that behavior – “positive” means potentially reinforcing and not
necessarily desirable in the general view of others). Negative consequences: (actions and events
that follow the occurrences of the behavior(s) of concern and appear to discourage that
behavior – “negative” means potentially punishing in the behavioral sense and not necessarily
undesirable in the general view of others).
●

Describe the response of teachers/parents/caregivers to the behavior of concern.

●

Describe the response of peers to the behavior of concern.

PROMPT: Hypothesized function (purpose) of the behavior
DOCUMENT: State clearly and succinctly the conclusion related to the behavior’s function.
Behavior generally falls into one of two functions: Gaining or Avoiding. What the student is trying to
gain or avoid will differ based on the situation (e.g., gain attention; avoid a task; gain preferred
object). Most commonly, students are attempting to escape or avoid an undesirable task or gain
attention from peers or adults.
A very small number of behaviors are automatic (i.e., not readily modifiable through strictly
behavioral approaches). Consideration may also need to be given to outside factors that may
inform intervention strategies such as gang affiliation, and relevant internal cognitive variables and
beliefs. Gain and/or Escape functions should be ruled out before an automatic function can be
determined.
PROMPT: Next steps
DOCUMENT: An FBA is typically completed only when there is a behavior of concern that is
significant enough to require a systematically applied approach to dealing with the behavior (i.e., a
plan). Indicate whether the behavior of concern will be addressed through a Behavior Intervention
Plan (BIP), or through some other means.
For additional information on Documenting a Functional Behavior Assessment (FBA) and Behavior
Intervention Plan (BIP).
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Behavior Intervention Plan (BIP)
BUTTON: View BIP Form
PROMPT: BIP type
DOCUMENT: Indicate whether this is a new BIP, a revision of an existing BIP, or a review of an
existing BIP without any changes being made. A review without change indicates that the
information contained in the BIP is accurate, sufficiently current, and provides a sound basis for
the actions described.
PROMPT: Date
DOCUMENT: Indicate the date of the IEP meeting or IEP revision without a meeting.
PROMPT: Date of most current FBA. BIPs are based on information gathered through an
ongoing FBA
DOCUMENT: Indicate the date of the most current FBA Summary Form that provides the
foundation for this BIP.
PROMPT: Persons who developed this plan
DOCUMENT: BIPs are developed or modified through an IEP process (initial, review, reevaluation
or an IEP amendment with or without a meeting). Involve all appropriate parties on the IEP team or
as a part of the group of individuals who will amend the IEP without a meeting.
PROMPT: Behavior(s) of concern
DOCUMENT: State the behavior of concern identified in the FBA.
PROMPT: Skill deficit/performance deficit
DOCUMENT: Skill deficit indicates that the behavior of concern occurs because the individual
lacks alternative, appropriate behaviors that serve the same function as the behavior of concern.
Performance deficit indicates that the individual has an alternative, appropriate behaviors that
serve the same function as the behavior of concern, but does not use these skills or does not use
these skills at an expected rate.
PROMPT: Alternative or Replacement Behaviors and/or Skills
DOCUMENT: Often alternative, appropriate behaviors have not been observed or have not been
observed to occur at an acceptable rate.
●

Observed. Indicate if alternative, appropriate behaviors have been observed. Determine
the alternative or replacement behavior to document on page 2.

●

Elicited by reinforcement. If alternative, appropriate behaviors have not been observed,
indicate whether the individual displays the behaviors, given reinforcement. Determine the
level of reinforcement necessary to maintain the alternative/replacement behavior.

AEA IEP Documentation Guide

Page 75

Table of Contents

PROMPT: Baseline
DOCUMENT: State the student’s current performance on the indicator that will be used to
measure progress towards the goal. The baseline, just like the goal, must be observable,
measurable, and specific.
●

The baseline must include a number!

●

The baseline number is also the graph starting point for progress monitoring.

●

The measurement tool used to determine the baseline must also be the measurement tool
used in progress monitoring.

Example: Carl follows teacher directions within 10 seconds 43% of the time.
PROMPT: Goal
DOCUMENT: The goal must include:

• Conditions: In 36 weeks, given a teacher direction Behavior: Carl will follow that direction
within 10 seconds Criterion: 90% of the time.

PROMPT: Implementation plan
DOCUMENT: Each section of the Implementation Plan calls for a clear description of the action to
be taken, the individual(s) who will be responsible for the action, and the timeframe for the action.
In the Web IEP additional actions may be added or new actions, replacing previous actions may
be added.
PROMPT: Prevention strategies
DOCUMENT: Review all salient information on the FBA Summary Form, as well as Problem
Analysis results, specifically Environmental Conditions and Antecedents to develop appropriate
prevention strategies. Actions might include adaptations to: procedures, schedules, routines,
behavioral expectations, room or seating arrangements, and/or materials.
PROMPT: Teaching Alternative or Replacement Behaviors and/or Skills
DOCUMENT: Review all salient information on the FBA Summary Form, specifically the
Alternative or Replacement behavior section to develop appropriate strategies to teach the
alternative/replacement behavior.
Actions might include:
●

Direct teaching (explanation, demonstration, feedback related to correct responding) of
behavioral expectations, new skills, acceptable behaviors that serve the identified function
of the behavior(s) of concern

●

Structured assessment of the effects of potential reinforcers

●

Reinforcement of desirable behaviors, those directly taught or others desirable behaviors
that are demonstrated

●

Reinforcement of progressively lower rates of the behavior(s) of concern
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PROMPT: Response strategies
DOCUMENT: Review all salient information on the FBA Summary Form, as well as Problem
Analysis results, specifically the pattern documented under Consequences in relation to the
hypothesized function to develop appropriate response strategies that do not reinforce the
behavior(s) of concern and do prompt and reinforce the alternative/replacement behavior.
In a prioritized order, the classroom, home or community actions might include:
●

Reinforcement of specifically targeted replacement behaviors or alternative skills

●

Reinforcement of acceptable behavior, whether or not the behavior is a specifically
targeted replacement behavior or alternative skills

●

Ignoring occurrences of targeted undesirable behaviors

●

Prompting or redirecting undesirable behavior to desirable behavior

●

Providing a negative consequence for undesirable behavior

PROMPT: Safety plan
DOCUMENT: When the behaviors of concern may pose a danger to the individual, other students,
or adults, a safety plan may be required. If a safety plan is needed, define a crisis for this student
and identify actions to be taken based on the function of the student’s behavior.
Actions might include:
●

Assuring that any necessary assistance is available when needed

●

Appropriately preparing (with information, training, etc.) all responsible adults to implement
the safety plan

●

Establishing a system of timely communication

PROMPT: Other actions that are needed to meet the needs of this individual
DOCUMENT: Certain life circumstances do not directly trigger or make more likely an undesirable
behavior, but rather place an individual generally at-risk for various undesirable outcomes. This
item is intended to stimulate discussion of this potential.
Actions might include:
●

Referral to outside resources

●

Promoting success in other aspects of the individual’s life

PROMPT: Monitoring plan
DOCUMENT: The monitoring plan allows the description of both goal monitoring and replacement
skill monitoring. This allows tracking a goal to reduce one behavior while efforts are also
undertaken to increase the occurrence of replacement behaviors. If the goal itself calls for
increasing replacement behaviors, only the Goal Monitoring section needs to be completed.
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PROMPT: BIP student goal
DOCUMENT: Indicate how progress toward this goal will be measured and how often progress will
be measured. Recall, if the BIP goal is the same as an IEP goal, you may state: “See IEP.”
Describe frequent and repeated measures.
●

Actions: tallies, observations, record books, etc.

●

Frequency: weekly, daily, every two weeks, etc.

PROMPT: Alternative or replacement behaviors
DOCUMENT: If the BIP goal targets reducing the behavior of concern, efforts to increase the
occurrence of behavior(s) that are acceptable and serve the same function as the behavior of
concern should be undertaken. Indicate how, how often, and who is responsible for this
monitoring.
PROMPT: Plan implementation
DOCUMENT: Describe how the implementation of the plan will be monitored. Treatment integrity
is critical to the success of any BIP.
For additional information: Documenting a Functional Behavior Assessment (FBA) and Behavior
Intervention Plan (BIP).

Manifestation Determination Guide
BUTTON: View Manifestation Determination Guide Form

Overview
A manifestation determination is required whenever the disciplinary consequence of a violation of
a school’s code of conduct would constitute a change in placement for an eligible individual.
Expulsions from school, suspensions of greater than ten consecutive school days, or suspensions
totaling more than ten days during a school year that constitute a pattern of removal are “changes
in placement.” Regardless of the outcome of the manifestation determination, the school district
maintains responsibility for the student’s education. Therefore, the Manifestation Determination
Guide outlines both the process that is required by IDEA for manifestation determination and a
consideration of the potential behavior needs of the student.
PROMPT: Name & Other Demographic Information
DOCUMENT: It is imperative that the demographic information is complete and accurate. This
includes the individual’s name, date of birth, and resident and attending district.
PROMPT: Code of conduct violation
DOCUMENT: Briefly describe the behavior subject to discipline under the school’s code of
conduct.
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PROMPT: Timelines
DOCUMENT: The manifestation determination must be completed within ten school days of the
determination that the potential consequence for the violation constitutes a change in placement.
These dates are important and must be recorded accurately.

• Example: Thomas receives an immediate three-day suspension for fighting, pending a

parent conference. Thomas’s parents are informed immediately of Thomas’s behavior and
the suspension and are invited to a meeting at school. The purpose of the meeting is to
discuss Thomas’s behavior in light of the school’s code of conduct. At the meeting, the
statements of witnesses and Thomas’s statement are presented to the parents.

Thomas has the opportunity to explain his actions. [NOTE: IDEA 2004 states “School
personnel may consider any unique circumstances on a case-by-case basis when
determining whether to order a change in placement for a child with a disability who
violates a code of student conduct.”]. Thomas and his parents are told that this violation
would ordinarily draw a suspension for the remainder of the semester. Because Thomas is
a student with a disability, a manifestation determination is required before a decision can
be made about the consequence for Thomas’s behavior. The school has ten school days
from the date of the meeting with Thomas and his parents to hold the manifestation
determination.
PROMPT: IEP Team Review
DOCUMENT: Indicate the information sources that were discussed at the manifestation
determination meeting.

Behavioral Background Information
PROMPT: History of behavior concerns
DOCUMENT: Indicate “Yes” or “No.” If there has been no history of behavioral concerns, indicate
“No” and proceed to the Manifestation Determination section. There, the team will be prompted to
conduct a Functional Behavior Assessment (FBA) and create a Behavior Intervention Plan (BIP) or
review the existing plan if the behavior is a manifestation of the student’s disability. If the behavior
is not a manifestation, the team is prompted to consider the need for an FBA and BIP. If there is a
history of behavior concerns, briefly describe that history.
PROMPT: Relationship between past behavior and the code of conduct violation
DOCUMENT: Answer “Yes” if there is some reasonable relationship between the behavior being
discussed and past behavior (e.g., recurrence of a past behavior, a more intense occurrence of
past behavior, a progression from past behavior – e.g., a history of verbal confrontations
progressing to a physical fight).
PROMPT: Completion of FBA
DOCUMENT: Answer “Yes” if an FBA has been conducted and indicate the identified function of
the behavior that was evaluated in the FBA. Indicate if this function was related to the code of
conduct violation. For example, if peer attention was the identified function of related, past
behavior, was peer attention also a factor in the code of conduct violation?
PROMPT: Behavior addressed in the current IEP
DOCUMENT: Indicate “Yes” if the code of conduct violation or related behaviors have been
addressed in the current IEP.
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PROMPT: Behaviors of concern addressed through interventions
DOCUMENT: Indicate if behavior(s) of concern have been addressed through an IEP or BIP.
Think broadly, not just about the behavior subject to discipline. If behaviors have been addressed
in the past, the following questions are intended to stimulate discussion of future behavioral needs.
The answers to these questions are not intended to influence the manifestation determination.

Manifestation Determination
PROMPT: Was the code of conduct violation caused by or have a direct and substantial
relationship to this individual’s disability?
DOCUMENT: Indicate YES or NO.
If a child whose disability includes the diagnosis of Tourette Syndrome and the symptoms of that
condition include loud vocal tics, it would be unreasonable to suspend that student because those
vocalizations disrupt the class. That, of course, is an obvious example. Many situations will be less
obvious.
PROMPT: Was the code of conduct violation the direct result of the school’s or area education
agency’s failure to implement the IEP?
DOCUMENT: Indicate YES or NO.
First discuss whether there has been any failure to follow the IEP. If the IEP has been
implemented as written, the correct response to this question is “No.” Don’t forget, if the IEP calls
for a behavior plan, carrying out that plan is an expectation of implementing the IEP.

• Answering either question “Yes” means the behavior is a manifestation of the
individual’s disability.

• Answering both questions “No” means that the behavior is not a manifestation.
Indicate the consensus of the team. When it is not possible to reach a consensus, the school must
make a determination and inform the parents of that determination with a Prior Written Notice.
PROMPT: Individuals who participated in this meeting
DOCUMENT: IDEA 2004 requires that the group conducting a manifestation determination include
the local educational agency [the school district], the parent, and relevant members of the IEP
team (as determined by the parent and the local educational agency). List all participants. The
signature or listing does not indicate agreement with the determination.
PROMPT: Potential outcomes
DOCUMENT: The determination of the team (behavior is or is not a manifestation) and the nature
of the code of conduct violation (special circumstances are present or are not) create four
possibilities, each with different implications for actions that can, may or must be taken. Carefully
review the implications of the particular circumstances and proceed accordingly.
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Page: Age-Specific Documents
Early Childhood Setting Codes for Preschool Learners
Overview
IEP teams determine the Early Childhood (EC) setting codes which document the environment in
which preschool learners with disabilities either:
●

Participate in Regular Early Childhood Programs (RECP) and receive special education
services; OR

●

Do not participate in any RECP and receive special education services in special education
programs, home, or service provider locations

For preschool learners, 3–5 years of age, the completion of an EC Worksheet is required as part
of the reporting requirements to document the educational environment the learner receives
special education services.
NOTE: As of July 1, 2021, IEP Teams do not complete an EC Worksheet for learners that are
enrolled in kindergarten (e.g., grade level is K or 00).
PROMPT: EC Code
DOCUMENT: The Early Childhood (EC) Code is auto-populated from a combination of data
entered on the Early Childhood (EC) Worksheet and on the IEP F tab, Services sub-tab.
NOTE: On the F tab, Services sub-tab, the Total minutes removed from Gen. Ed. per month and
the LRE: Removal from Gen. Ed. percentages are only used for learners in Grades K–12. These
fields are not calculated for preschool learners.
PROMPT: Web IEP Service entry (F tab, Services sub-tab)
DOCUMENT: The IEP Team is required to document the total minutes per month the preschool
learner receives specially designed instruction and support/related services. If the learner is
removed from the RECP to receive a service, the IEP Team must document the minutes per
month the learner is removed from the RECP in order to receive the service. For preschool
learners, the number of minutes recorded in the Sp. Ed. min./month and the Gen. Ed. min./month
are used to calculate and report the environment in which the majority of services are provided.
For additional information see IEP pages, Page F Special Education Services/Activities.
PROMPT: EC Worksheet
DOCUMENT: The Early Childhood (EC) Worksheet is accessed on Page F by clicking the EC
Worksheet button. The EC Worksheet documents the preschool learner’s enrollment in regular
early childhood programs (RECP) or special education services provided in other environments.
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PROMPT: Does the child attend a Regular Early Childhood Program? YES/NO
DOCUMENT: Indicate Yes or No. The answer to this question will determine what further
information is required.
●

“Yes” means the learner attends any RECP during the time frame considered as a typical
school day (e.g., Monday – Friday, 7:30 a.m. – 3:30 p.m.); AND

●

“No” means the learner does NOT attend an RECP at any time during the day.

The Regular Early Childhood Program (RECP) includes all RECPs not just programs the learner
attends to receive special education services. Per the U.S. Office of Special Education Programs
(OSEP), an RECP is defined as a session, class, or recurring activity that enrolls less than or
equal to 50% of children on an IEP for instructional, support, and/or related special education
services.
RECPs include:
●

Statewide Voluntary Preschool Programs operated by Districts and Community Partners

●

Head Start Programs

●

Shared Visions Preschools

●

Preschool Programs operated by community organizations; OR

●

Child Care Centers licensed by the Iowa Department of Human Services (DHS)

PROMPT: If the answer is Yes: MINUTES PER Week
DOCUMENT: For a learner that does attend RECP(s), the IEP Team will be required to document
the total minutes per week the learner attends RECP(s). The minutes recorded are calculated
based upon a typical school day not to exceed 480 minutes per day or 2,400 minutes per week.
●

Example: If a child attends Head Start for the morning (180 minutes per day x 5 days = 900
minutes) and SWVPP in the afternoon (120 minutes per day x 5 days = 600 minutes), the
total would be 1500 minutes.

PROMPT: If the answer is No: Does the child attend one of the following special education
programs? If Yes, mark the appropriate setting: a special education class; a special school; or a
residential facility.
DOCUMENT: For a learner that does not attend any RECPs, the IEP Team will be prompted to
document the environment in which special education services will be provided. The answer to this
question will determine what further information is required. The IEP Team will be required to
select the environment the learner receives special education services based on OSEP’s
definitions as follows:
●

Special Education – Session, class, or recurring activity that enrolls more than 50% of
children on an IEP for instructional, support, and/or related special education services

●

Special School – Special Education services provided within a separate school (e.g., Iowa
School for the Deaf Day Program); OR
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●

Residential Facility – Special education services provided within a residential facility (e.g.,
Iowa Braille School residential placement, all educational services provided on the IBS
campus with no non-disabled peers)

PROMPT: If the child is NOT attending EITHER a regular early childhood program OR a special
education program, the Early Childhood Setting code is determined by the setting where the child
receives the majority of special education services.
DOCUMENT: If the learner does not receive special education services in any of the previously
listed environments, the IEP Team will be required to select the environment where the learner
receives the majority of special education services based on OSEP’s definitions as follows:
●

Home – Special education services provided in the child’s home; OR
○

●

NOTE: If the child receives the same number of minutes of special education
services in the home and service provider/other location, check “Home”

Service Provide Location or Some Other Location – Special education services are
provided within a service provider location or other location such as an AEA office or a
designated room for AEA Support Services in an elementary school/building (includes
support services such as OT, PT, or Speech, etc.)

Early Childhood Outcomes Summary
BUTTON: View ECO Summary

Overview
Early Childhood Outcomes (ECO) is based on a federal reporting requirement established by the
Office of Special Education Programs (OSEP) for preschool learners, ages 3–5. The ECO data
document the level of improvement and progress preschool learners demonstrate from the time
they begin receiving early childhood special education (ECSE) services to when they no longer
receive ECSE services. The ECSE services support preschool learners’ development in the
following three ECO areas:
●

Positive social and emotional skills (social relationships)

●

Acquisition and use of knowledge and skills (early language/communication and literacy)

●

Use of appropriate behaviors to meet their needs (self-help and motor skills)
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PROMPT: Tools: (Click links below for ECO help documents)
● Outcome Ratings Definitions and Descriptions
●

Decision Tree

DOCUMENT: The IEP teams are encouraged to use the Outcome Ratings Definitions and
Descriptions and the Decision Tree as guides. The Decision Tree guides an IEP Team through the
decision-making process to determine the learner’s functioning in comparison to peers or
standards. The Outcomes Ratings Definitions and Descriptions provide additional information
about the 7-point rating scale.
PROMPT: This is the final ECO Summary. This child will no longer be receiving ECSE services
(the child is transitioning to Kindergarten, has exited special education, and no longer receives any
special education services, or is moving out of state).
DOCUMENT: Check the box to indicate this is the last ECO Summary to be completed for this
learner. It is imperative this box be checked to indicate these are the final ECO ratings. The final
ECO Summary is completed at the IEP meeting when the IEP team determines a preschool-age
learner will no longer receive Early Childhood Special Education (ECSE) or preschool services
such as transitioning to kindergarten, exiting special education, or moving out of state.
The final ECO Summary cannot be completed more than ninety calendar days before the end of
ECSE or preschool services. If the IEP meeting is held more than ninety calendar days prior to the
ending of the ECSE or preschool services, then the ECO Summary needs to be updated by the
IEP team when the services end.

• Example: If a four-year-old child is receiving special education instructional services in a

preschool setting and the IEP Team plans for the child to enter kindergarten in the fall of
the upcoming school year, the ECO Summary is completed at the IEP meeting held in the
spring. However, if the child's last day of preschool is May 30, the ECO Summary cannot
be finalized before March 2.

Early ACCESS to Special Education: If the learner is transitioning to early childhood special
education services from Early ACCESS services, the final Early ACCESS exit ECO Summary
must be the same ratings as the entry ECO Summary for early childhood special education.

Positive Social-Emotional Skills
The ECO area for Positive Social-Emotional Skills involves relating to adults, relating to other
children, and for older children, following rules related to groups or interacting with others. This
ECO area includes attachment, separation, autonomy, expressing emotions and feelings, learning
rules and expectations in social situations, and social interactions and social play.
PROMPT: Comparison to peers or standards rating: 7-Point Rating Scale
DOCUMENT: The IEP team, including parents, summarizes information about the learner’s
present level of functioning in reference to skills and behaviors associated with each of the ECO
Areas. Based on the information, the team uses a 7-point rating scale to determine the learner's
functioning relative to age-appropriate expectations for same-age peers without disabilities.
Ratings must reflect and convey the learner's current functioning during daily routines across
various settings and situations that make up the learner’s day.
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PROMPT: Progress: Yes, No, or Not Applicable
DOCUMENT: At an initial IEP meeting, IEP teams will indicate “Not applicable” because this is the
learner’s initial IEP meeting. Thereafter, during the annual review of the IEP, the IEP team will
determine if the learner has gained any new skills or behaviors. If the learner makes any progress,
even developing one new functional skill from the previous annual review, the progress question
will be marked “Yes.”
A learner's progress is determined based on any of the following:
●

Acquisition of a new skill or behavior

●

Demonstration of increases in skill level

●

Independence in the mastery of a skill or behavior

●

Progress toward achieving annual goals

●

Improvement in the quality of skills or behavior performance

PROMPT: Supporting Evidence for Outcome Rating and Progress in [ECO Area]:
DOCUMENT:
●

Date of assessment

●

RIOT method used (Check all that apply)

●

Describe the sources of information

●

Summarize relevant results and the learner’s present level of performance

Acquisition and Use of Knowledge & Skills
(Including Early Language/Communication and Early Literacy)
The ECO area for Acquisition and Use of Knowledge and Skills involves activities such as thinking,
reasoning, remembering, problem solving, number concepts, counting, and understanding the
physical and social worlds. This ECO area also includes a variety of skills related to language and
literacy, including vocabulary, phonemic awareness, and letter recognition.
PROMPT: Comparison to peers or standards rating: 7-Point Rating Scale
DOCUMENT: See above description.
PROMPT: Progress: Yes, No, or Not Applicable
DOCUMENT: See above description.
PROMPT: Supporting Evidence for Outcome Rating and Progress in [ECO Area]:
DOCUMENT: See above description.

Use of Appropriate Behaviors to Meet Their Needs
The ECO area for Use of Appropriate Behaviors to Meet Needs involves actions like taking care of
basic needs, getting from place to place, using tools (such as forks, toothbrushes, and crayons),
and, in children 24 months or older, contributing to their own health, safety, and well-being. This
ECO area also includes integrating motor skills to complete tasks; taking care of oneself in areas
like dressing, feeding, grooming, and toileting; and acting on the world in socially appropriate ways
to get what one wants.
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PROMPT: Comparison to peers or standards rating: 7-Point Rating Scale
DOCUMENT: See above description.
PROMPT: Progress: Yes, No, or Not Applicable
DOCUMENT: See above description.
PROMPT: Supporting Evidence for Outcome Rating and Progress in [ECO Area]:
DOCUMENT: See above description.

Summary for Post-Secondary Living, Learning, and Working
BUTTON: View PSS Form

Overview
When a student exits special education due to high school graduation or upon reaching maximum
age (21 years), the IEP team must complete either the “Summary for Post-secondary Living,
Learning and Working” form OR the “Support for Accommodation Request” form. The IEP team
must ensure the student is involved in the development of either summary document.
The PSS contains a summary of the child’s academic achievement and functional performance,
including recommendations on how to assist the child in meeting the child’s post-secondary goals.
PROMPT: Name & Other Demographic Information
DOCUMENT: It is imperative that the demographic information is complete and accurate. This
includes the individual’s name, date of birth, and resident and attending district.
PROMPT: Date
DOCUMENT: Information may be added to the summary throughout the student’s last year of
school. This is the date the Summary for Post-Secondary Living, Learning, and Working form was
finalized.
PROMPT: Date of Exit
DOCUMENT: This is the date the student will exit special education services, typically a
graduation date.
PROMPT: Post-Secondary Expectations
DOCUMENT: Transition assessments of a student aged 14 or older, are described on Page B of
the IEP. Based on these assessments, describe the post-secondary expectations for living,
learning, and working. The statements should be very specific and current at the time of exit. If the
summary sheet is completed early in the student’s last year of school, the information should be
reviewed and updated, as appropriate, at the time of exit.
PROMPT: Recent Special Education Services
DOCUMENT: Identify all special education services the student received in the last three years.
Remember to consider work experience, adaptive PE, or any other services that were delivered
that might not be listed.
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PROMPT: Goal Areas
DOCUMENT: Record any goal areas included in the student’s IEP over the last three years. List
goal areas only once. Examples: reading, financial literacy, self-responsibility, employability skills,
etc.
PROMPT: Describe Student’s Current Levels of Performance, as Related to Living, Learning, and
Working
DOCUMENT: Include type of assessment, date of administration, and results. This section may
help adult service providers and other organizations or institutions determine eligibility for services.
Information included here is directly related to the post-secondary expectations on Page B on the
IEP and “current levels of performance” on each goal page. Assessment information may come
from formal or informal assessment techniques. This section should not exclusively be scores or
percentages: it could include observations and situational assessment information.
PROMPT: Describe Functional Impact of the Disability
DOCUMENT: This information describes the impact of the disability and answers the “so what”
question: How does the disability impact the application of skills and the completion of tasks in
learning, living, and working? Domains to consider in this section include: mobility, self-care,
self-direction, cognitive/motor skills, work tolerance, interpersonal skills, and sensory/verbal
communication. Information to complete this section may be found on Page B, goal pages, and
Page F of the IEP.
PROMPT: Response to Instruction and Accommodations as related to living, learning, and
working.
DOCUMENT: Describe accommodations/instructional strategies that have and have not worked
and when. Progress monitoring, teacher input, and the IEP review should provide the necessary
information to know when a student is or is not responding to an accommodation or instructional
strategy. This section may help adult service providers and other organizations or institutes that
are developing a plan or program for the student to identify service or support needs.
PROMPT: Recommendations for Living, Learning, and Working
DOCUMENT: Include suggestions for accommodations, linkages to adult services, or other
supports. Make the recommendations specific to each individual student. Use the Post-Secondary
Expectation information (Page B of the IEP or the Post-Secondary Expectations section of this
document) to determine recommendations that would be helpful for the student to successfully
pursue the post-secondary expectation in each of the areas of living, learning, and working. Avoid
a laundry list of recommendations.
PROMPT: Adult/Community Contacts
DOCUMENT: This section is designed to assist students and families in contacting or staying in
contact with community agencies or organizations.
PROMPT: Agency
DOCUMENT: Identify the name of the agency the student has already been referred to or an
agency that would be helpful based upon the recommendations made in the previous section of
the document.
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PROMPT: Status
DOCUMENT: Indicate the current (i.e., at the time of student exit) status of a referral or transition
activity, such as referral made, active case, the student on a waiting list, and so forth.
PROMPT: Name/Position
DOCUMENT: The name and position of the contact person within the identified agency.
PROMPT: Phone
DOCUMENT: The phone number of the contact person within the identified agency.
PROMPT: High School Contacts
DOCUMENT: Indicate the name and position of one person within the high school that may be
contacted in the future. Those who may have questions in the future include the student, family,
adult or community service providers, or post-secondary institutions.
PROMPT: Additional team members contributing to this summary
DOCUMENT: Identify members of the IEP team who provided information for the development of
the Summary of Post-Secondary Living, Learning, and Working.

Support for Accommodation Request (SAR)
BUTTON: View SAR Form

Overview
The SAR contains a summary of current (within three years), relevant, and useful information from
a variety of sources (IEPs, assessments, reevaluations, high school records) to provide a picture
of the current functional impact of the disability.
PROMPT: Eligibility/Diagnostic Statement – Date of original eligibility into the system, most recent
reevaluation date, and current goals and area(s) of concern
DOCUMENT: The diagnostic systems used by the Department of Education, the Area Education
Agencies, the State Department of Rehabilitative Services or other State agencies and/or the
current editions of either the Diagnostic Statistical Manual of the American Psychiatric Association
(DSM-IV-TR) or the International Statistical Classification of Diseases and Related Health
Problems of the World Health Organization (ICD) are the recommended diagnostic taxonomies.
PROMPT: Formal Diagnosis and Date
DOCUMENT: In this context, a “formal” diagnosis means the specific identification of a mental,
physical or health condition by a practitioner or institution other than the school or AEA. When
available include the formal diagnosis, the name of the professional evaluator with credentials
(certification, licensure, and/or the professional training of individual(s) conducting the evaluation
should be provided), and the date of the evaluation. Please indicate if there is no formal diagnosis
available (e.g., none available).
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PROMPT: Basis of Determination
DOCUMENT: List the diagnostic test(s), criteria, and/or process(es) used for the determination of
the disability. Include specific results from the diagnostic procedures and/or tests that are relevant
to the disability and when they were administered. Diagnostic methods used should be congruent
with the disability and current professional practices within the field. Informal or non-standardized
evaluations should be described in enough detail that a professional colleague could understand
their role and significance in the diagnostic process.
Useful and relevant information includes:
●

Formal/informal diagnostic assessments

●

Recent reevaluation results; AND/OR

●

Performance levels with/without accommodations

PROMPT: Current Functional Impact
DOCUMENT: The current functional impact of the disability is most helpful in describing either
explicitly or through provision of specific diagnostic results how the student functions within the
academic setting.
●

Include current levels of function, goals, rate of progress, modifications, and
accommodations. In addition, provide any information that describes the typical
progression of the disability, its interaction with development across the lifespan, the
presence or absence of significant events (since the date of the evaluation) that would
impact academic performance, and the applicability of the information to the current
context of the request for accommodations at the post-secondary level.

●

Current functional impact focuses on: Perceptual, Cognitive, Behavioral, and/or Physical
abilities. Include current treatments and medications.

●

A brief review or history of treatments and medications noting significant and/or potential
side effects that may impact perceptual, cognitive, behavioral and/or physical performance
should also be included.

PROMPT: Response to Instructional Intervention
DOCUMENT: A description of instructional interventions, assistive devices, accommodations
and/or assistive services should be provided. Include statements about their effectiveness in
managing and/or minimizing the impact of the disability for the individual.
PROMPT: Description of the expected progression or stability of the impact of the disability over
time
DOCUMENT: This description should provide an estimate of the change in the functional
limitations of the disability over time and/or recommendations concerning the predictable needs for
reevaluation.
PROMPT: History of Accommodations
DOCUMENT: Depending on the impact of the condition on the individual, a history of
accommodations implemented and perceived effectiveness in managing and/or minimizing the
impact of the disability should be provided. For individuals graduating from high school, a record of
accommodations used during eighth through twelfth grade provides a more complete picture of the
student’s experiences. It also provides an opportunity for the student to engage in reflection and
self-determination.
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PROMPT: Suggested Accommodations
DOCUMENT: Depending on the functional impact of the condition on the individual, including a
listing of suggestions for accommodations and supports that may be beneficial in providing full
access as the student transitions.
Recommendations may include Accommodations, Adaptive devices, Assistive services,
Compensatory strategies, and/or Collateral support services. As appropriate, recommendations for
collateral medical, psychological, and/or educational support services or training that would be
beneficial may also be included.
PROMPT: Recommendations
DOCUMENT: Recommendations from professionals with a history of working with the individual
provide valuable information for the review process. They will be included in the evaluation of
requests for accommodation and/or auxiliary aids. Where such recommendations are congruent
with the programs, services, and benefits offered by the college or university they will be given
deference. When recommendations go beyond services and benefits that can be provided by the
college they may be used to suggest potential referrals to area service providers beyond the
college or university.
PROMPT: Adult/Community Contacts
DOCUMENT: List agencies with current or past supportive relationships with the student. Indicate
status (active/inactive) as of the time of SAR completion and provide contact information.
PROMPT: Signature
DOCUMENT: The signature of the professional (i.e., secondary special education teacher,
transition coordinator) completing this form along with the person’s title/role, and contact
information is included for reference.

Additional IEP Forms
Additional Information Page
Overview
Documenting IEP Team Decisions for Virtual/Hybrid Learning
The disruption caused by the reaction to the coronavirus affected every area of society, including
education. This disruption exposed the need for the education system to anticipate a significant
interruption of services and be prepared to continue educational services.
In order to support a fluid change in the delivery of services so that educational services are not
disrupted in the future, IEP teams need to discuss and decide what services and supports a
student will need in a variety of delivery models.
Iowa schools are currently planning for three possible models: on-site (brick and mortar), hybrid,
and continuous learning. This document uses the term virtual learning instead of continuous
learning as it is more explicit to parents and others outside of the education system.

AEA IEP Documentation Guide

Page 90

Table of Contents

Specifically, virtual learning is used in this document to reference educational services that are
provided through technology such as online or telephone. Virtual learning also includes hard copy
materials/packets that are provided as adaptations or modifications for those that cannot
participate in typical virtual learning methodologies. Hybrid learning refers to educational services
that are provided as a combination of virtual learning and on-site learning.
The following PROMPTS have been added to the Additional Information Page (Page I) of the IEP
to support teams in the documentation of the delivery of special education services in virtual and
hybrid learning models.
PROMPT: General Education Services (What is general education doing? What are ALL students
getting?)
DOCUMENT:
●

Brief Summary of the district's Required Educational Services Plan as it relates to the
student’s grade level/building (e.g., synchronous, asynchronous)

●

What are the student’s peers engaged in and receiving for universal general education?

PROMPT: Accessibility (Description of the services, supports, and activities provided and student
access in a virtual/hybrid setting)
DOCUMENT:
●

How can a child attend school as provided by the district (virtual/hybrid)?

●

How can the student comply with the district's health and safety procedures?

●

Describe the student’s ability to access online/virtual platforms.

●

If partial accessibility is available, what can be provided to supplement the rest?

PROMPT: Needs (Describe the needs of the child)
DOCUMENT:
●

How are the needs of the child different if/when we move to a virtual setting?

●

How will the accommodations and modifications this child is receiving change if/when we
move to a virtual setting?

●

If behavior is an area of need, please see guidance on behavior planning during
continuous learning.

PROMPT: Services, supports, activities (Describe what services will be provided to the child to
make progress in a virtual/hybrid setting)
DOCUMENT:
●

What changes in services, supports, and activities will occur during hybrid/virtual learning
(e.g., frequency, duration, goal areas)?

●

What additions or modifications to the special education and related services are needed to
enable this child to meet the IEP goals and to participate, as appropriate, in the general
education curriculum during hybrid/virtual learning?

●

What services will be provided for this student to make progress in hybrid/virtual learning?

●

What supports will this student need to make progress?

●

What supports will parents/caregivers need?
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PROMPT: Goals & Progress Monitoring (How the student's goals will be addressed and progress
will be monitored)
DOCUMENT:
●

Discussion of goals (baseline, goal, and progress monitoring) for each goal on the IEP

●

Are there adjustments in progress monitoring that need to be considered?

●

Progress Monitoring Decision-Making Process

Accessing the “Additional Information” Page in the Web IEP System
For active IEPs (even if the IEP is overdue), use the ‘Forms for Active IEP’ button to access the
“Additional Information” Page, “Meeting Notice,” and “PWN.”
‘Forms for Active IEP’ button is available for all archived (AAA) Reviews, Amended IEPs, Interims,
Move-ins, and Reevaluations.
All forms added using the ‘Forms for Active IEP’ button will be archived in the next archive of the
IEP. That could be the final (FIN) archive of the current IEP or the archive of the next Amended
IEP. The final archive is generated when a new IEP is written and submitted.
New IEP (NEW) or Open Amendment (AMD) the team will document the virtual learning on Page I
of the IEP. The ‘Forms for Active IEP’ button is not available.
If a user had previously begun the exit process and entered an exit date and/or exit reason, the
‘Forms for Active IEP’ button is not available. The team could remove the exit date and/or end
code; however, all exit forms will be lost once the exit code is removed. Thus, the team may want
to make copies of completed exit forms or consider proceeding with exit.
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Extended School Year (ESY or ESYS) Pages
BUTTON: View ESY Pages

Overview
The IEP team must determine if there are goal areas of concern that represent skills that need to
be acquired or maintained without interruption for the child to meaningfully benefit from FAPE.
If such goal areas are identified and special education activities, services, or supports are needed
during school breaks (e.g., summer recess), the child must be provided ESY services.
In completing this form, the amount of detail will depend upon the circumstances:
●

If the summer ESY service provider is the same professional who works with the individual
during the school year, less information may be needed.

●

If the summer ESY services provider is a different provider, there will be a greater need for
information.

PROMPT: Name & Other Demographic Information
DOCUMENT: It is imperative that the demographic information is complete and accurate. This
includes the individual’s name, date of birth, resident and attending district information, and parent
information.
PROMPT: Goal areas
DOCUMENT: State the goal area(s) to be addressed as part of ESY. For each area identified,
indicate why this individual requires ESY services. Indicate whether the ESY need is based on
regression, rare and unusual circumstances, or other considerations. For any “Yes” response,
provide the team’s rationale for ESY services.
PROMPT: Contact information
DOCUMENT: Provide information to the parents regarding the individual they should contact with
any questions about ESY services. Keep in mind that this may be a different contact person than
during the school year.
PROMPT: What services will be provided?
DOCUMENT: Indicate type of service (instruction, physical therapy, etc.), the minutes per session
and the total number of sessions, and the beginning and ending dates of services.
PROMPT: Who will provide services?
DOCUMENT: Indicate the provider’s name and position. Where will services be provided? Indicate
the location of services (e.g., Andrews Elementary).
PROMPT: When will services be provided?
DOCUMENT: Indicate the scheduling of services (e.g., Tuesdays in June at 2:00 PM; June 7 & 21,
July 6 & 20 at 9:30 AM) Transportation needed? Indicate “Yes” or “No.” If “Yes,” describe the
transportation arrangements.
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PROMPT: How often will progress be monitored? Who will monitor the progress?
DOCUMENT: Answer each question:
●

Record the indicators used to monitor progress. Example: Increase the number of feet
walked or % of acquisition of articulation skills.

●

Record the progress monitoring schedule. Example: Progress will be monitored at every
other session.

●

Record the name and title of the person monitoring progress.

PROMPT: Performance Levels.
DOCUMENT: Note the timelines (beginning level of performance, performance at the end of ESY,
performance at the beginning of the return to school year, and performance at the first quarter of
the year). The person responsible for documenting the levels of performance is indicated under
each line. The data collected should be in numeric form, as defined by the goal and collected
according to the progress monitoring procedures.
If an IEP meeting is held before the end of the first quarter, indicate “Data not available at this
time” for end of first quarter performance. The team will need to determine whether it has sufficient
information to make an ESY determination for the following summer with available information or if
that determination will be made at a later date.
PROMPT: Additional goals. As needed, repeat the steps for additional goals.
DOCUMENT: Indicate additional goals as determined by the IEP team.
NOTE: The ESY form remains open to changes after the IEP has been validated. If changes are
made to the amount or kind of services (changing the total hours or minutes of service, adding or
deleting a service such as transportation or a support service, etc.) an IEP process (review or
amendment) is required and the parents must be provided prior written notice. Changes that do
not affect the kind or amount of ESY services, such as a change to the schedule (Tuesdays at
10:00 instead of Thursdays at 1:00) or location (Madison Elementary instead of Monroe
Elementary) necessitate communication with the parents but do not require an IEP process or
prior written notice.

Justification for Special School Placement
BUTTON: View Special School Form

Overview
The questions the IEP team addresses are intended to reinforce the ideas that:
●

Special school placements are a part of the continuum of services

●

Special school placements are intended for a small number of students with highly
specialized needs; AND

●

Special school placements require careful and thoughtful consideration

Special schools are schools that are designed to serve eligible individuals only. Facilities that
serve both eligible individuals and nondisabled students are not considered special schools for the
purpose of meeting this requirement. An example of a special school placement is the Iowa School
for the Deaf (ISD).
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When an eligible individual’s special education is provided in a special school, the individual’s IEP
must include answers to the specific questions incorporated into the Justification for Special
School Placement form.
PROMPT: Name & Other Demographic Information
DOCUMENT: It is imperative that the demographic information is complete and accurate. This
includes the individual’s name, date of birth, resident and attending district information, and parent
information.
PROMPT:
1. Reasons: What are the reasons that the eligible individual cannot be provided an
educational program in an integrated school setting?
2. Support Needed: What supplementary aids and services are needed to support the eligible
individual in the special education program?
3. Integrated Setting: Why can’t these aids and services be provided in an integrated setting?
4. Continuum of services available: What is the continuum of services available for the eligible
individual?
DOCUMENT: Include information to adequately address each question.
This form must be completed when an initial placement is made in a special school and at any
review that continues the special school placement.

Notice of Destruction of AEA and LEA Records
AEA Records
BUTTON: View/download AEA Destruction of Records Form

Overview
AEAs must maintain special education records for at least five years after a student’s special
education services end. When personally identifiable information no longer needs to be maintained
in order to provide educational services to the student or to be available for audit (e.g., Medicaid
records), AEAs may destroy the records.
Notice must be given to the parent and eligible student that the AEA intends to destroy the
records. The Notice of Area Education Agency Special Education Records Destruction form is
used for this purpose. This notice includes information about the reasons for which parents or
eligible students may want the records maintained (social security benefits, etc.).
A permanent record may be maintained without time limitation consisting of: a student's name,
address, phone number, date of birth, dates of AEA and/or LEA special education service(s), and
grade or age level and date of final exit from special education services.
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LEA (District) Records
BUTTON: View/download LEA Destruction of Records Form

Overview
School districts must maintain special education records for at least five years after a student’s
special education services end. When personally identifiable information no longer needs to be
maintained in order to provide educational services to the student or to be available for audit (e.g.,
Medicaid records), districts may choose to destroy the records.
Notice must be given to the parent that the district intends to destroy the records. The Notice of
Local Education Agency Special Education Records Destruction form is used for this purpose.
This notice must also include information about the reasons for which parents or eligible
individuals may want the records maintained (social security benefits, etc.).
School districts wishing to destroy special education records may, but are not required to, use the
Notice of School District Special Education Records Destruction form to provide the necessary
notice of destruction.
A district must maintain a permanent record for a student without time limitation consisting of: a
student's name, address, phone number, his/her grades, attendance record, classes attended,
grade level completed, and year completed. In the absence of a parent or eligible student's
request to destroy the records, the district may maintain the records indefinitely.
Permanent record/request for destruction. If a school would ordinarily maintain records after they
are no longer needed, the parents or eligible student may request that the records be destroyed. If
a school receives such a request, the records must be destroyed.
IMPORTANT NOTES:
●

Notice of records destruction may be provided to parents or eligible students at the time
when a student exits special education services or at the time the AEA and/or LEA plan to
destroy records.

●

"Eligible student" means a student who has reached 18 years of age or is attending an
institution of post-secondary education.

Power of Attorney for Educational Decision Making
BUTTON: View Power of Attorney Form

Overview
The power of attorney for the educational decision-making process was developed for
age-of-majority students who would like assistance in educational decision making but do not have
someone else appointed as guardian or extended educational decision maker.
Assigning another person power of attorney may only be done by an individual who fully
understands and appreciates the action being taken. That is, the impact of an individual’s disability
must be taken into account when determining if assigning power of attorney to someone else is
appropriate for that individual.
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Someone who is incompetent may not execute a power of attorney. Assigning power of attorney
does not surrender any authority the individual holds, but only allows another person to exercise
the same authority. For example, if you give someone power of attorney to sell your car, you can
still sell it yourself.
PROMPT: The undersigned
DOCUMENT: Enter the student’s name and address and the attorney-in-fact’s name and address.
PROMPT: Dated
DOCUMENT: Enter the date the student signed this form and the location (city, state) where the
form was signed.
PROMPT: Notary Public
DOCUMENT: The power of attorney form must be signed before a notary. The notary will
complete this section.

Revocation of Power of Attorney for Educational Decision Making
BUTTON: View Revocation of Power of Attorney Form

Overview
Power of attorney may be revoked at any time. Revocation does not go into effect until the student
informs his or her school. It is important that the student understands this and that he or she must
contact the school office so that the school will be aware of this change.
PROMPT: The undersigned
DOCUMENT: Enter the student’s name and address and the attorney-in-fact’s name and address.
PROMPT: Power of Attorney given to
DOCUMENT: Enter the attorney-in-fact name.
PROMPT: Date
DOCUMENT: Enter the date the student signed this form.
PROMPT: Student signature
DOCUMENT: Have the student sign here. The student’s signature on the revocation attests that
the change will not go into effect until the student informs his or her school. Assure that the student
understands this and that he or she must contact the school office so that the school will be aware
of this change and place a copy of the revocation in the student’s records.
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IEP Related Documents
Surrogate Parent Recommendation Form
BUTTON: View/download the Surrogate Parent Recommendation Form

Overview
Special education processes must involve at least one person acting in the role of a “parent.” If
there is no one who meets any of these requirements for being a parent under IDEA, a surrogate
is appointed.
The surrogate parent may represent the child in all matters relating to the identification, evaluation,
and educational placement of the child and the provision of FAPE to the child.
An individual who is appointed as a surrogate parent must meet the qualifications listed on the
recommendation form. The purpose of these requirements is to assure that the surrogate is
prepared to be actively involved in discussions and decision making and that surrogate’s priority is
serving the educational interests of the child.

ECSE and K–12 Weighted Enrollment Factor Matrices
BUTTON: View/download the ECSE WEF Matrix
BUTTON: View/download the K–12 WEF Matrix

Overview
Weighted matrices have been developed to assist in determinations related to generating funds for
school district special education services. AEA Special Education directors and their designees
are responsible for the completion of the WEF matrices.

Procedural Safeguards and Translations
BUTTON: Access the Procedural Safeguards Manual for Parents, including translations
BUTTON: Access Procedural Safeguards Summary
BUTTON: Access Translations of IEP Forms
BUTTON: Access Translations of the IEP PWN and Consents

Overview
A full copy of the complete procedural safeguards that are available to the parents of a child with a
disability must be given to the parents once a school year.
A copy must also be given to the parents:
●

Upon initial referral or parent request for evaluation

●

Upon receipt of the first state complaint in a school year

●

Upon receipt of the first due process complaint in a school year
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●

In accordance with discipline procedures (i.e., “On the date on which the decision is made
to make a removal that constitutes a change of placement of a child with a disability
because of a violation of a code of student conduct, the LEA must notify the parents of that
decision and provide the parents the procedural safeguards notice); AND

●

Upon request by a parent

A summary of the procedural safeguards may be used to assist in explaining and reviewing
parental rights but must not be used in place of a full copy of the complete procedural safeguards.
Parents must be offered a printed copy of the Procedural Safeguards Manual for Parents. Parents
may choose the printed copy, a link to an electronic copy of the Procedural Safeguards or both.
The Procedural Safeguards Manual for Parents is available in the following languages: Arabic,
Bosnian, Lao, Serbo-Croatian, Spanish, and Vietnamese. For additional information on the use of
TransACT.com for other translations, please contact your local AEA.

Reviewing an IEP for Medicaid Reimbursement Information
BUTTON: View Medicaid Related Documents

Overview
An AEA or LEA may seek Medicaid reimbursement for Health Services (including behavior)
required to provide FAPE to an eligible individual.
If an eligible individual is eligible for Medicaid Reimbursement and the AEA or LEA has received
written parent consent to seek reimbursement, then IEP should be reviewed to locate
documentation of billable services.
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