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Folder Organization 



Organization and Content of the IEP Folder 

 

 
Every green IEP folder has seven (7) sections 

ÅLog of Access to Confidential Student Records  

ÅDue Process Checklist 

ÅEvaluation 

ÅIEP 

ÅProgress Reports/Classroom Assessment Data 

ÅMedical Reports/Parent Info./All Correspondences 

ÅESY (Extended School Year) 



 
Log of Access to Confidential Student Record Section 1 

Å ¢ƘŜ {ǘǳŘŜƴǘΩǎ bŀƳŜ ŀƴŘ 5ŀǘŜ ƻŦ .ƛǊǘƘ Ƴǳǎǘ ōŜ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ŦƻǊƳ 

Å Once the form is completed with signatures, a new one must be placed on 
top of the old one 

Å This log is to be signed when any authorized personnel reviews the 
ǎǘǳŘŜƴǘΩǎ ŜǾŀƭǳŀǘƛƻƴκǿŀƛǾŜǊΣ ŀƴŘκƻǊ L9t 

Å All parts of this log must be completed: date, signature of staff reviewing, 
agency, and reason for request (analyzing/evaluating the information in the 
IEP folder) 

Å The Log of Access does not need to be signed every time the Teacher of IEP 
authority reviews information in the folder 

Å There should be a Confidential Access Log on the file cabinet(s) in your 
classroom 

  



Due Process Checklist Section 2 

Å The Due Process Checklist is the second section of the IEP folder 

Å Name of the Student, Date of Birth (D.O.B.), School, and Exceptionality must be 
completed on the top of the form 

Å Parent/Guardian contact information must be completed: Telephone, Letter, Registered 
Letter (check how the Parent/Guardian was contacted and place the date) 

Å Method of Participating in the IEP Conference must be noted: School, Home, other 
(check which applies and the date) 

Å Place the Date the Parent/Guardian signs approval of the IEP and accepts placement of 
the Least Restrictive Environment (LRE) 

Å If Parent/Guardian does not attend the initial meeting, continue to document on this 
sheet the number of attempts and make sure all areas are completed as mentioned 
above 

Å After three attempts (this does not mean just three phone calls ~ do whatever it takes to 
contact the parent ~ letters, telephone calls, notes to the parent, visits etc.) contact your 
Program Manager as a last resort to Due Process the IEP 

Å THIS FORM IS COMPLETED FOR INITIAL/REVIEWS/ANNUALS, AND EVERY TIME A NEW IEP 
MEETING IS HELD; PLACE THE NEW ONE ON TOP OF THE OLD ONE 



Evaluation Section 3 

In this Section the following are kept: 
ÅInitial Evaluation 
ÅReevaluations 
ÅWaivers 
ÅOut of System Reviews (If applicable ~out of district/state 

etc.) 
ÅDismissal Forms from Speech, Adaptive Physical Education 

(APE), Occupational Therapy (OT), and Physical Therapy (PT) 
etc..  

NOTE: NO INFORMATION SHOULD BE 
REMOVED FROM THIS SECTION 

 
 
 



Individual Education Plan (IEP) Section 4 

ÅThis section contains the Last Three Years IEPs and Supporting 
Documents 

ÅThe current IEP on top 
ÅAny Statewide Assessment (Explore, Plan, ACT, EOC, Etc.) 
ÅLAA1 or LAA 2 Criteria Form (if Applicable) 
ÅAssistive Technology Checklist 
ÅFunctional Behavior Assessment (If Applicable) 
ÅBehavior Intervention Plan (If Applicable) 
ÅParent Notification Letters 
ÅTransition Invitation Letter (If Applicable ~16 yrs. and older 

required) 
ÅParent Permission to Invite Agency Letter (If Applicable) 
ÅOutside Agency Invitation Letter (If Applicable) 

 
 
 



Progress Reports/Classroom Assessment Data Section 5 

ÅIEP/SER Progress Reports 

ÅProgress Monitoring Form (Two Data Points Per Week) 

ÅSupporting Documents 

ÅSTAR Reading/Math Results  

ÅMoby Math Results (If Applicable) 

ÅOther Assessments 

ÅComputer Generated Progress Report 

ÅReport Cards 

ÅDetailed Progress Reports 



Medical Reports/Parent Information/All Correspondence Section 6 

ÅCopy of Medical Release Form  

ÅPermission for Medicaid Billing Form 

ÅMedical Reports Relating to Vision, Hearing, 
Physical, etc. 

ÅLetters/Memos to and from Parents 

ÅIndividual Health Care Plan (Once received) 

ÅOther 



Extended School Year (ESY) Section 7 

ÅLast three (3) years of Documentation 

Å¢ƘǊŜŜ ȅŜŀǊǎΩ 9{¸ 5ŜǘŜǊƳƛƴŀǘƛƻƴ 9ƭƛƎƛōƛƭƛǘȅ 
Documentation 

ÅESY IEP (If applicable) 



Back Section 

ÅDocumentation of Receipt of Accommodations 
ÅActivation/Deactivation Forms 
ÅSchool Building Level Committee (SBLC) Pupil 

Progression Information (If Applicable) 
ÅFive Year Plan (Will be used over several years) 
ÅIndividual Graduation Plan 
ÅCareer Plans for LAA1 Students 
ÅSeclusion and Restraint Documentation (If Applicable) 
ÅResults of Two (2) Transition Vocational Assessments 

(Formal and Informal~ If Applicable) 
 
 
 
 
 



IEPs 



CHANGES 

The LAA 2 will no longer be administered in 
grades 4-8 starting with the 14-15 school year. 
IEP teams may continue to check these boxes for 
eligible students who have entered a high school 
cohort in 13-14 or before and those students 
will continue to have access to the LAA 2 
graduation exams.  







CHANGES 

ÅStudent's Total Instructional Day will be 380 
minutes this year. 

 

ÅNew time block for services provided less than 
weekly. 







MORE CHANGES 

Additional SER changes will occur in early 
August to update and align classroom and 
assessment accommodations and further 
revisions will be released later in the fall to 
support new promotion and graduation 
IEP team responsibilities.  

 



tǊƛƻǊ ǘƻ ŀƳŜƴŘƛƴƎ ŀ ǎǘǳŘŜƴǘΩǎ 
IEP, the teacher with IEP 

authority should contact the 
Program Manager  

(Lead Inclusion Teacher-High Schools) 

to discuss the 
amendment/changes. 

 

When to Amend 



DO AMEND AN IEP TO: 
ÅSignificantly increase/decrease a ǎǘǳŘŜƴǘΩǎ ǘƛƳŜ  

     in special setting 

ÅTo implement Act 833 

Å Add related services to the IEP after the receipt of  
      ŘƻŎǘƻǊΩǎ orders (OT/PT)  
 Å Address new concerns (such as behavior) 

 
Å Place a student at Sherrouse 
 
Å Place a student on homebound  

 Å Add special transportation 
 Å Add 3rd grade state assessment type and 

needed accommodations 
 


