	Twin Valley Community Local School District
	IEP Checklist



	Student Name:
	
	     
	
	Intervention Specialist:
	
	     

	Date of IEP:  
	
	     
	
	


 FORMCHECKBOX 
 Review previous IEP and ETR records.  Begin assessments to develop present levels and goals.

 FORMCHECKBOX 
 Contact parents to set up meeting, and send invitations to the appropriate administrators, teachers, and service providers:
	 FORMCHECKBOX 
 Parent
	
	 FORMCHECKBOX 
 Principal
	
	 FORMCHECKBOX 
 District of Residence Rep. (for open enrollment and foster placed)

	 FORMCHECKBOX 
 Gen. Ed. Teacher
	
	 FORMCHECKBOX 
 OT/PT
	
	 FORMCHECKBOX 
 Children Services Casework (for foster placed)

	 FORMCHECKBOX 
 Speech
	
	 FORMCHECKBOX 
 Counselor

	
	 FORMCHECKBOX 
 Surrogate Parent (for foster placed)

	 FORMCHECKBOX 
 ESC Coordinator
	
	 FORMCHECKBOX 
 Foster Parents
	
	 FORMCHECKBOX 
 Foster Care Caseworker (if applicable for foster placed)

	 FORMCHECKBOX 
 Student
	
	 FORMCHECKBOX 
Intervention Specialist
	
	 FORMCHECKBOX 
 Other:
	     


 FORMCHECKBOX 
 Send home vision statement and demographic paperwork to parents along with their invitation.

 FORMCHECKBOX 
 Fill out Documentation of Attempts (must have 3 attempts):

	Date of Attempts

	1
	2
	3

	     
	     
	     


 FORMCHECKBOX 
 Begin writing the IEP (one page per goal).  Make sure that goals flow from the ETR document:
	Brief statement about each need for the present levels.

	 FORMCHECKBOX 
Front page:  Parent’s vision and present levels.
	     

	 FORMCHECKBOX 
 Reading Goal (if applicable)
	     

	 FORMCHECKBOX 
 Writing Goal (if applicable)
	     

	 FORMCHECKBOX 
 Math Goal (if applicable)
	     

	 FORMCHECKBOX 
 Behavior Goal (if applicable)
	     

	 FORMCHECKBOX 
 Review the goals:  Are they measurable?
	     

	 FORMCHECKBOX 
 Special Factors
	     

	 FORMCHECKBOX 
 Visual Impairment Page (if needed)
	     

	 FORMCHECKBOX 
 Transition Services Pages (if needed)
	     

	 FORMCHECKBOX 
 Testing Page
	     

	 FORMCHECKBOX 
 Signature Page:  Statement of LRE setting and related services
	     


 FORMCHECKBOX 
 Hold meeting and fill out EMIS paperwork.
	Teachers make copies for:

	 FORMCHECKBOX 
 Parent
	 FORMCHECKBOX 
 Speech
	 FORMCHECKBOX 
 PT

	 FORMCHECKBOX 
 Intervention Specialist
	 FORMCHECKBOX 
 OT
	 FORMCHECKBOX 
 Building File

	 FORMCHECKBOX 
 Any Other Related Service
	 FORMCHECKBOX 
 Original to District Office
	


 FORMCHECKBOX 
 Send IEP package to Dr. Horton’s box in the Elementary Office within 3 days of the IEP completion.  Paperwork includes:

 FORMCHECKBOX 
 This checklist as the first page


 FORMCHECKBOX 
 Completed EMIS paperwork (checked and rechecked)

 FORMCHECKBOX 
 Original and signed IEP


 FORMCHECKBOX 
 Copy of Invitation


 FORMCHECKBOX 
 Copy of Invitation Reply from parent (if parent sent it back)

 FORMCHECKBOX 
 Documentation of attempts


 FORMCHECKBOX 
 Excusal documentation from Reg. Ed. Teacher (if needed)
 FORMCHECKBOX 
 Dr. Horton will finalize the IEP and report new IEP date in database
TVS-09-0010


9/15/2010

