IEP 10 Template Instructions

Note:  The first time you use this document on a particular computer you may see the “macro warning message.”  You must enable the macros to use all the features listed.  Follow the steps below so that you only see the message once.  See the following documents for additional support
1)  Activating Macros in word 07 or 10

2) Enabling Macros in word 07 on Big Spring network

3) What to do when the Macro toolbar disappears
For a pictorial guide of the button commands please see the file IEP template 2011 changes

For Big Spring staff these documents are stored in the IEP template folder under “policies and directions”, “IEP template guidelines”  For non-Big Spring staff they are available on the website at www.swimbigspring.org – scroll to the bottom and click “bullpenn users click here”

Using the Template

Here’s a list of some the things the template does automatically.  I’ve tried to list them in the order you’ll see them.

General
1)  You may change the text in ANY gray box on the form, this includes the titles of participants on the IEP face sheet.

2) When you check a check mark box you should always use the tab button instead of clicking to the next field.  Some of the auto features will not work properly if you do not (especially in the ESY section)

Face Sheet 

Automatic Features

1) Entering the name and meeting date automatically puts the name and meeting date on each page

2) Entering the IEP implementation date automatically:

a. Enters the end date as one year and one day less than the Implementation date 
3) Entering the grade automatically calculates the graduation year

4) Entering the Date of Birth 

a. automatically calculates the age

b. Automatically enters whether the student needs transition services or not (Part III, A)
5) If the student is attending or plans to attend Vo-tech please use these boxes.  Once checked “Brad Polovick “ will appear as a career/vocational tech ed rep. In addition, the template will automatically use the CIP code in some of the transition fields. 
Consideration page
1)  If you check yes on deaf and hard of hearing the template will remind you to complete the communication plan.

2) If you check yes on assistive tech the template will remind you to list the device in the notes section of the related services chart.

3) If you check yes to behavior, the template will ask if you want to insert the behavior chart in the present levels section of the IEP.

Present Levels

One of the most confusing areas of the IEP seems to be deciding where to put what in the present levels.  There are additional prompts to help make distinguishing between academic achievement and functional performance.  

For transition aged students, the prompts have been expanded to better gather data for this section of the IEP.  The new prompts include
Long term post secondary goal:  What is the student’s expressed goal after graduation.  Please be as specific as possible and note any formal interest inventories that were conducted to help the student come to a decision.

Student’s plan to reach this goal:  Document how the student plans to reach the goal noted in the first question.

Progress on transition goals:  If transition was included in the IEP In the past, what progress has the student made on specific transition goals.  

Academic and/or non academic skills:  What skills does the IEP team need to work on with the student in order to help him/her meet his stated transition goals

Participation in PSSA/PASA

Local assessments:  Staff should be reminded that “local” assessments include benchmark assessments such as the 4Sight o
PSSA Button at the top of the form.  By clicking this button as needed you can insert accommodations into the IEP template from the list that PDE has permitted.

Transition Planning

Perhaps the most comprehensive change.  The state has placed a higher emphasis on this section of the IEP for those students who require it.  Most important thing is that this section must not be left blank or only partially filled out for any student who will be in High School during the IEP’s implementation period (this includes 8th grade students).  

Voter Registration:  Prompts have been added to ensure that we meet voter registration requirements.  Note that if the parent requests support we must add a voter registration outcome in the transition plan.

Agency Participation:  Prompts have been added to ensure compliance with inviting agency representatives to IEP meetings.  Agency participation must be addressed each year, however the team can check that participation isn’t necessary at this time.  When the student is in 10th grade, the IEP team should be specifically considering which agencies to invite to the 11th grade IEP.  These agencies should be listed on the IEP form.  It should be explained to the parent that agencies listed will be invited next year.

Postsecondary Ed:  expanded drop down to include more diverse choices.  There is also an open field for additional information. 

Employment & Residential outcomes:  The drop downs has been expanded.

Automatic Features
1) Program code for VT will be listed under post secondary education
2) Program code for VT will be listed as an employment outcome

3) There is now a menu button (in the same place as the SDI List/snapshot creator etc.) that provides sample activities and outcomes.  These commands work the same way as the SDI list.

Annual Goals page
Automatic Features

1) Annual Goal Button:  This will insert a new IEP goal chart.  Be sure to position the cursor on the line below the last chart.  Use of the button will also insert the school year.
2) There are two annual goal forms – the Multiple IEP goal (which is now the default) and the single annual goal with the objectives below.  Teachers who work with students with MR should use the old single annual goal.  All others can choose.

Specially Designed Instruction

1) Please note that “As needed” is not acceptable.

Automatic Features

1) SDI list button:  This is a drop down feature that will type out SDI’s that have previously been entered in to the system.  If there is something you would like but is not on the list, please contact me.  Place the cursor in the row for the SDI and choose from the list
2) Start/End Button:  place the cursor in the Beginning date field and press the button.  It will automatically enter the IEP start and end date.

Related Services 

School Based Access:  This process has been revised due to recommendations from leader.  The parent is now required to sign a form annually giving us permission to bill for access.  This form is included in the IEP template (it’s the 2nd to last page).  If you are sure the District won’t bill for services (i.e. the student has no related services, one-on-one aide, etc.) you can check “No”.  
A default frequency statement that excludes summer break and holiday breaks is now included in the chart
Profile of Educational Services

The purpose of this page is to help ensure that the percentage of time at the end of the IEP is correctly calculated.  Enter data as follows

1)  Pull out time in minutes for each content area.  You may change the content areas as is appropriate for the student.

2) Enter time with special ed teacher or aide only if the team is requiring that this service be provided.

For example if a student has an IEP for speech and happens to be in a class that has a special ed teacher in the room that time should not be listed.  On the other hand, if the student was specifically placed in this classroom because the special ed teacher is there, then the time should be reported.  The same reasoning should be applied for charting aides.  Do not report the time unless the aide is specifically in the room to service that particular child.

3)  Don’t forget to check whether the student is elementary, middle, or high school and that the hours are correct for your district.

Automatic Features
Hours chart – DON’T FORGET YOU MUST CLICK THE “CALCULATE” BUTTON FOR THE CHART TO CALCULATE.
Note:  

1)  when entering time use number of minutes, not a decimal value (i.e. enter 30 minutes, not .5 for ½ an hour)
NOREP

Options considered and rejected (items 3A and 3B) must be filled out. 
Evaluation procedure:  This has been changed to a drop down, be sure to pick the appropriate selection.

PA medical assistance billing concent form.

This form must be signed annually by parents with MA eligible students.  

IEP Snapshot
Once you have completed the IEP, use the IEP snapshot button to fill out the snapshot form at the bottom of the document.  NOTE:  this command cannot be undone.  Any changes you make after the snapshot is created must be done manually.

Powerschool SDI (for Big Spring only)

Use of this button will copy and paste any SDI’s to a separate file so that you can then cut and paste them into Powerschool.

