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Introduction to the New IEP Format
· CPSE’s Rationale behind changes:  
· This new format will be used throughout New York State and will provide consistency throughout the educational system.  Because of the emphasis on clarity and specificity when preparing the new IEP, the document generated will be tailored to the child’s strengths and areas of need.  The goals should be achievable within the span of a year.  It is hoped that all children who receive services through CPSE will be mainstreamed or move to integrated settings at the school age level, where they will be educated with their typically developing peers.  
· Changes in Format

· No page numbers; sections instead
· No longer separate pages for teacher and therapists, when possible; information from old pages 3, 4, and 5 are now combined into one section (can be referred to as PLP, present level of performance or PFL, present functioning level).
· 3 Annual Goals per page; goals must be more specific than in the past

· Add as many goal pages as needed, to cover all of the domains that need to be addressed.  To do this, highlight blank goal page, go to edit, click copy, scroll down to the blank space under “Duplicate Table/Rows”, right click, and click paste.  This will give you as many blank goal pages as you want.

· Present Levels of Performance (PLP)
· Academic Achievement is completed by the Teacher (SEIT) and the Speech Therapist, if possible and applicable. Note that ADL skills are also included in this section. If the child receives OT and deficits in the child’s ADL functioning have been observed, and there are plans to work on these skills during OT sessions, they should be discussed this with the teacher so it can be included in the PLP.
· Social Development is completed by the Teacher. If child has a diagnosis it MUST be included here. Check previous evaluations, not just the old IEP, to be certain. If there is a question about this, call your supervisor to discuss and speak with the parent as well.  This is very important for age-out meetings.
· Physical Development completed by Teacher and Occupational Therapist and Physical Therapist, if possible and applicable.
· The collaboration described above is the ideal.  The SEIT is the case coordinator for children whose only special education program is SEIT.    In these cases, the SEIT is required to communicate and collaborate with any related service providers who work with the child.  However, this is often very difficult and does not happen in a timely and manner.

If there is no open avenue of communication and collaboration with the related service providers, then the SEIT will complete the IEP for the educational portion and the other providers involved in the case will complete their piece separately.

Strengths, Preferences, and Interests Completed by Teacher – this information can be taken from conversations with the classroom teacher (if the child attends a center-based program) or from SEIT observations.
· Concerns to Parent – Teacher should attempt to obtain this information contacting the parent. Make sure to ask about concerns in each domain. If the teacher is unable to get through to the parent, the district administrator can complete this at the IEP meeting (annual or requested review); however, ideally these sections will be completed prior to submitting the paperwork to the district administrator.
· If you are requesting to initiate a new service or change a mandate, the PLP in that area must reflect this need.

· Do not fill out any other areas within the present levels of performance section
· Annual Goals
· Goals must reflect what is stated in the present levels of performance section (e.g. if you have a goal targeting requesting skills, language section of PLP must state an inability to request independently)

· Goals are meant to be mastered within one year.

· Teachers must include a minimum of two goals targeting cognitive development and one goal for all other developmental domains. Exceptions can be made if the child is not presenting with delays in all areas.
· Annual Goals must be specific and must include measurement criteria, method of measurement and schedule of when progress will be measured. (please refer to sample IEP for clarification)
· It is recommended that teachers/therapists use the key from the old IEP forms as a reference for determining methods of measurement. The schedule of measurement should be quarterly. 
· Goals must be SMART:

· Specific

· Measurable

· Achievable

· Relevant

· Time-Related

· Short Term Objectives must be directly related to the annual goal. For example, if the annual goal targets increasing a student’s counting skills, all STOs (short-term objectives) must be related to counting (i.e. cannot include an STO targeting letter identification just because it also falls within the cognitive domain). Refer to assessments (e.g. ABLLS, HELP, BRIGANCE) when developing goals if having difficulty.

· Reporting Progress to Parents: Completed by teacher. Should state the following: Progress will be reported to parents on a quarterly basis (November, February, May and August for 12 month students and November, February and May only for 10 month students).  The Quarterly reports are submitted to CCEL and we send a copy to the parent.
· Case Conferences
Generally, SEIT providers do not have the opportunity to have case conferences.  However, if a SEIT is able to confer with other providers on the case, the following guidelines should be followed:
· Case conferences will now focus on discussing students’ strengths and weaknesses in each of the domains targeted in the PLP. This is to promote consistency between information provided by teacher and therapists and to help the teacher with determining what will be stated as child’s strengths, preferences, and interests in each area.

· Teacher and OT, if applicable, should discuss the child’s ADL skills and needs to ensure the PLP relates to any annual ADL goals that are generated. 

· In addition, because children often demonstrate different skills in different settings, teachers are asked to preface their statements in PLP with “In the classroom…”; “During the SEIT sessions…”
· Submission Procedure:

· Teachers email PLP and goals to Maria Romano or Jackie Brown, along with the Updated Educational Progress Report. This should be done two months prior to the date of the annual review or ASAP for requested reviews.
· Blank Forms are located on the website under SEIT division labeled “new IEP”, “sample IEP”, “guide for completing new IEP”.
Please call the office with any questions and speak to Maria or Jackie.
