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CHAPTER 3: DEVELOPING AND IMPLEMENTING

An Overview of the IEP Process

Gathering and

Sharing Information

* Review student records and current work

« Consult parents, student, previous teachers

» Observe student and conduct further
assessment as necessary

Share information; develop student profile

Setting Direction
 Establish the IEP team
» Outline responsihilities
 Clarify purpose

Developing and

Writing the IEP

Prioritize and categorize student needs by

domain

» Describe current level of performance in each
domain

* ldentify student specific outcomes and

performance objectives

Write and approve the |IEP

Implementing and Reviewing the |IEP
e Establish adaily plan

* Put the plan into practice

* Review and revise regularly

e Evaluate at year end

Figure 3.1: The four stages of IEP development and implementation.

The chart above outlines four stages of IEP planning:

» setting direction

» gathering and sharing information

» developing and writing

* implementing and reviewing

This chapter explores these four stages of planning in the order in which

they are most likely to be followed for a student who has not previously
had an |EP.
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Teams enter this planning process at different stages, however, depending
on the student’s needs. For one student, the team may need to begin the
process at the gathering and sharing stage. For another student, who has
an existing 1EP, the team may decide to begin at the implementing and
reviewing stage. Teams evaluating and revising an |EP may move back
into the planning process at any stage.

Setting Direction

If the IEP process is to be efficient and effective, working with a clear
sense of direction from the outset is essential. This entails deciding on
members of the team, clarifying member roles and responsibilities, and
defining the task.

Setting Direction
* Establish the IEP team

* Outline responsibilities
* Clarify purpose

An |EP is more likely to be implemented successfully if all

members involved in its implementation are part of the planning team,
and see the process as away of attaining student goals that all of
them share.

The team is composed of people who have the knowledge and skills to
identify student needs and to develop a plan to meet them.

The composition of each |EP teams varies, reflecting the individual needs
of each student and the resources available in the school or division. A
typical |EP team comprises an in-school team, whose members are
responsible for decision making, and a support team, comprising
professionals who may be asked to join the team when the in-school team
requires consultation. Individual planning should reflect the student’s
strengths, needs, and preferences whether or not the student participates
in team meetings.

The diagram on page 3.5 identifies some of the personnel who may be
part of the IEP team.
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Toolbox B:
Involving
Students in
the IEP
Process

\

Support Team

Social Reading
Worker Clinician

Speech-
Language
Pathologist

Consultant for the
Deaf and Hard of
Hearing

In-School Team

Parent(s)/
Guardian(s)

Consultant for
the Blind and

Vocational
Rehabilitation

Teacher(s)

Services Visually
Impaired
ESL Principal  gstydent
Consultant Guidance . .
Audiologist
Resource Counsellor
Community \ Teacher _
Resources PhySICf’sll
Paraprofessional Therapist

Health

Personnel Occupational

Divisional Therapist

Resources Psychologist

Psychiatrist

Figure 3.2: The composition of IEP teams.

In-School Team

The in-school team consists of the student, parents, and school staff. The
members of this team are the key decision makers in the IEP process.

Student

Students can be involved in their educational planning in many ways.
Students participate as team members if they can contribute by
expressing their needs and preferences, and can benefit by a discussion of
the strategies and behaviours that enhance their learning. Students
engagement in learning is tied to their sense that programming goals
reflect their aspirations.

If students would not benefit from participating in planning meetings,
they can be involved in other ways. It isimportant to consult with them
before meetings to determine their preferences. Following the meeting,
ensure that they

* understand the purpose of their IEP

* understand how the outcomes of the IEP will help them to attain their
personal goals
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Parents

Parents are advocates for their child’s best interests. It is essential that
they have opportunities to be full and equal partnersin the planning
process. Parents contribute invaluable information about the student’s
learning approaches, interests, and about ways to avoid potential
problems. The information they provide helps to ensure continuity in
programming. They also play an important role in reinforcing the goals
of the IEP at home. Enlisting parents as active members of the team
contributes to an effective |EP.

Parents are more likely to participate actively in |EP meetings when they

Toolbox C: understand the process. The school team can encourage the participation
Parent of parents by
Handout  arranging meetings when it is possible for parents to participate

» providing a comfortable, non-threatening environment

* discussing the purpose of each meeting and determining ways parents
can contribute

» providing parents with an agenda

» seeking parental input and valuing their contributions and priorities

» avoiding jargon and explaining all terms and assessment data that may
be difficult to understand

 sharing roles and responsibilities

School Staff

While the staff members on the in-school team vary from student to
student, the typical team includes the classroom teacher, the principal or a
designate, the resource teacher, the guidance counsellor, and/or
paraprofessionals who will assist in implementing the plan.

It is important to note that the classroom teacher retains primary
responsibility for the student’s learning. Students with IEPs remain part
of the classroom community. The support team consists of awide range
of professionals who may be consulted by the school team throughout the
| EP process depending on the student’s needs.
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Toolbox D:
Responsib-
ilities of IEP
Team
Members

Toolbox E:
Conducting
an IEP
Planning
Meeting

Support Team

Members of the support team can help determine the learning strengths
and needs of the student within their areas of expertise.

They can assist the in-school team in

» developing strategies for incorporating therapy into classroom routine
* training staff to implement strategies

» providing technical assistance and advice about materials and
resources

* accessing specific community-based resources as required

Setting Direction
« Establish the IEP team

* Outline responsibilities

« Clarify purpose

It is essential that all members have a clear understanding of their
responsibilities on the IEP team. They should consider themselves as
active and equal members whose expertise is recognized.

One of the first tasks of the team, therefore, is to identify the case
manager and assign specific roles and responsibilities to each member.

Roles and Responsibilities

The case manager oversees the work of the team as it develops the |EP.
It iscritical that a case manager be identified early in the process.

In most instances, case managers are responsible for

 distributing awritten and timed agenda prior to meetings

* maintaining contact with parents

» organizing and chairing |EP meetings

» coordinating development of the IEP

* ensuring that a process to monitor progress and achievement is established
» documenting and distributing revisions to the |IEP

» ensuring |EP meeting records are kept and distributed

 facilitating group decision making

* initiating and maintaining contact with external agencies
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Domain refersto
the specific area of
devel opment that
might be targeted
in the IEP.
Examples of
domains include
communication,
social, academic,
motor, cognitive,
self-management
(or self-help),
community,
vocational, and
recreation/leisure.

Setting Direction
 Establish the |IEP team
« Outline responsibilities

* Clarify purpose

Setting direction also involves reflecting on the focus and scope of the
|EP, which will need to be determined for each individual student.

All IEPs are bound by a common purpose: to set out a plan that identifies
and meets the individual learning needs of students. At this stage, it is
helpful for the team to develop a common understanding of the domains
that are likely to have the highest priority in the IEP. Domain refers to the
specific area of development that might be targeted in the |EP. Examples
of domains include communication, social, academic, motor, cognitive,
self-management (or self-help), community, vocational, and
recreation/leisure.

The broader the range of student needs, the more domains the |EP will
address. An IEP will focus on the curricular domain when a student
needs an adaptation in a particular academic or vocational subject area.
Several domains are addressed when a student has a severe
multihandicapping condition.

Clarifying the purpose of the IEP in this way helps team members to
focus and unify their efforts in the stages of the IEP development
to follow.
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Gathering and Sharing Information

The purpose of gathering and sharing information is to develop a student
profile that will form the basis of the IEP. If the IEP is to meet the
student’s needs, it must be based on a solid understanding of the student’s
current levels of performance and a clear sense of those needs.

The team will need to gather information such as the student’s attendance
record, school behaviour, communication skills, learning approaches,
mobility, self-concept, and aspirations. Effective |EPs reflect an
understanding of the whole student.

Identifying areas of concern early in the |EP process allows team
members to focus on these areas in collecting assessment information.
One of the keys to an effective planning meeting is ensuring that
members come to the meeting with all essential information.

Gathering and

Sharing Information

* Review student records and current
work

« Consult parents, student, previous teachers
« Observe student and conduct further assessment as necessary
¢ Share information; develop student profile

The records of a student’s school experience and performance in previous
years contain information that is essential for IEP planning. Sometimes
teachers may feel reluctant to read student records, in the interest of
giving a student a “fresh start.” To optimize the student’s opportunities to
learn, it is essential that the |EP team profits from and builds on the
information collected about the student’s past learning.

Student records reviewed by the team include

» cumulativefiles

* reports from consultant staff and outside agencies

* recent and relevant medical information

* report cards

* previous |EPs

 classroom assessment and performance records

Team members will also review and analyze student portfolios and other
work samples.
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Gathering and
Sharing Infor mation

« Review student records and current work

» Consult parents, student, previous
teachers

« Observe student and conduct further assessment as necessary
¢ Share information; develop student profile

Each of the people working with a student can provide information about
the student’s responses, behaviour, and performance. Consultation is also
essential to gather information about the instructional and assessment
strategies presently being used with the student. During the consultation
process

e parents can provide a unigque perspective on their child’s development
and learning

» previous teachers and paraprofessionals can provide information about
strategies (effective and ineffective)

 students can share preferences and perceptions of their learning
strengths and needs (ask them to share learning logs, questionnaires,
and personal reflections)

» other professionals may be consulted (e.g., occupational/physical
therapists, social workers, psychologists, and speech-language
pathol ogists)

Gathering and
Sharing Infor mation

 Review student records and current work
« Consult parents, student, previous teachers

* Observe student and conduct further
assessment as necessary

¢ Share information; develop student profile

Observations provide objective information on how students function in a
variety of situations, including

* managing their daily routine and responding to specific activities
» performing alone or in group settings
* responding to various cues and instructional strategies
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Toolbox F:
Sample
Student
Profile
Form

This information relating to the student’s current levels of performance
forms the basis for determining student specific outcomes and serves as a
baseline for measuring student achievement at the end of the school year.

The assessment data collected allows teachers to assess not only how the
student is performing, but also whether various instructional strategies
and classroom practices are effective in furthering the student’s learning.

After surveying the information available, team members may decide that
further assessment is necessary to help them understand the difficulties
the student is experiencing, or ways these difficulties can be addressed.
Further testing may include standardized tests, criterion-referenced tests,
living/vocational skills assessments, multiple intelligences or learning
approaches inventories, and ecological assessments. These assessments
may be conducted by the resource teacher, the classroom teacher, or
members of the support team.

Team members must be prepared to present the results of tests and their
interpretations in clear, unambiguous language. It is essential that all
information be in aform that is readily understood by all team members,
particularly the parents and the student.

Gathering and
Sharing Information

« Review student records and current work
« Consult parents, student, previous teachers
« Observe student and conduct further assessment as necessary

* Share information; develop student
profile

Each team member shares pertinent information with the team. This
information is synthesized and summarized in a student profile. Because
the profile provides a comprehensive and concise description of the
student’s current levels of performance, it serves as a reference for the
team in determining needs and in generating student specific outcomes
for the |IEP.

The student profile may contain the following elements:

» background/history

 learning approaches

* interests

* medica information
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 diagnostic summary

» strengths

» current levels of performance (in relevant subject areas or domains)
* needs

* long-term vision of team’s goals for student
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Developing and Writing the IEP

The student’s needs and current levels of performance identified in the
student profile serve as the basis for developing the IEP.

Developing

and Writing the IEP

* Prioritize and categorize student
needs by domain

« Describe current level of performance in each domain
« Identify student specific outcomes and performance objectives
« Write and approve the IEP

Team members contribute their observations of the student’s needs. The
list is prioritized to identify the needs that will become the focus of the
IEP. It is important to remember that an I1EP is not a description of
everything that will be taught to a student.

An |EP isa summary of the highest priorities for a student’slearning
during a school year. In choosing priorities, the |[EP team should
consider the whole range of student development, keeping in mind the
following:

» student’s values and goals
e parents values and goals for the student
» urgency of the need

» contribution to overall achievement and transfer to various curricular
areas

* importance in social development

» usefulness in other environments

* age appropriateness

* instructional time and available resources

Teams then prioritize and categorize the identified needs into domains.
Teams planning adaptations to help a student reach the outcomes of the

provincial curriculum may categorize the student’s needs by the various
subject areas.
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Developing
and Writing the |IEP

* Prioritize a_nd categorize student needs by domain
* Describe current level of performance

in each domain

« |dentify student specific outcomes and performance objectives
¢ Write and approve the IEP

Current level of The student’s current level of performance in each targeted domain is
performance is described in the IEP. Thisinformation is available in the student profile
a specific completed in the previous stage and is the basis of the team’s planning.
?ﬁ:ih%g}gg Identifying the student’s current level of performance in each domain is
) essential to
skills, needs, _ _ .
and strengths » selecting appropriate student specific outcomes
in each domain * determining ways to adapt materials, instructional strategies, and
or subject area. assessment procedures
» assessing student progress. The student’s levels of performance when
the IEP is developed serve as a baseline for assessment when the |EP
is reviewed.
Developing
and Writing the |EP
« Prioritize and categorize student needs by domain
« Describe current level of performance in each domain
* [dentify student specific outcomes
and perfor mance objectives
¢ Write and approve the IEP
Student specific Student Specific Outcomes

outcomes are concise  The purpose of an IEP is to meet the individual learning needs of a

descriptions of what student. Student specific outcomes provide a purpose and a focus for

the student will know instruction. While A Foundation for Excellence (1995) defines specific

and be able to do by student learning outcomes as “concise descriptions of the knowledge and

the end of the school skills that students are expected to learn,” student specific outcomes are

year. written to address a student’s individual needs across a potentialy wide
range of developmental domains.
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The student specific outcomes developed in an |EP are specific to an
individual student. They are based on the needs and domains the team
has decided to target, and the student’s current level of performancein
each of these domains. Each student specific outcome reflects a priority
need for the student, and many students who require |EPs have awide
range of needs. It isimportant for the team to agree on a manageable
number of student specific outcomes. Otherwise, the IEP may become
unwieldy and difficult to implement.

Student specific outcomes should

* bederived from the student’s current level of performance

» takeinto consideration the student’s past achievement and rate of
progress

 challenge the student but be achievable

* Dberelevant to the student’s actual needs

» focus on what the student will learn, rather than on what teachers will
teach

 identify what the student will do, rather than what he or she will stop
doing

» beredistic with respect to the instructional time and resources
available

Student specific outcomes should be written with the student’s current
level of performance in mind. The scope and degree of specificity of the
student specific outcome is determined by the needs of the student. A
student specific outcome that is appropriate for one student may be too
broad or too narrow for another.

Writing appropriate student specific outcomes is vital to the success of
the |EP process. Effective student specific outcomes are SMART
» Specific: written in clear, unambiguous language

» Measurable: allow student achievement to be described, assessed, and
evaluated

» Achievable: redlistic for the student
* Relevant: meaningful for the student

» Time-related: can be accomplished with a specified time period,
typically one school year

If the student shows exceptional progress or encounters difficulties that
were not anticipated, student specific outcomes may need to be revised
when the |EP is reviewed.
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Performance Objectives

The student specific outcomes in a student’s |EP, while concise and
measurable, should be written to be achievable within one school year.
To foster student achievement during the school year, each student
specific outcome is broken down into smaller, more manageable

Performance components called per for mance objectives. The achievement of
objectives are student performance objectives over a school year should culminate in the
specific outcomes ultimate achievement of the student specific outcome from which they
broken down into were derived.

small, manageable
components or steps. Performance objectives describe observable and measurable behaviours.

In writing performance objectives, the team will

 identify the essential components involved in achieving the student
Toolbox G: specific outcomes
Writing Student |+ organize tasks into sequences (where appropriate)

Specific « describe how the student can demonstrate that the performance
Outcomes objective has been achieved
and Performance

Obiect » determine the date when achievement is expected
Jec |ve§ » gpecify the conditions under which the student will perform the task
(e.g., relevant environmental factors, level of assistance, whether

reference material can be used, and specia equipment needed)

» determine the criteria (accuracy, duration, rate, or standard of
performance) for attainment of the performance objective

Teams will not write performance objectives for students who can attain
the curricular outcomes with adaptations. Instead, they will document the
instructional or assessment procedures or the formats that constitute the
adaptation.

Performance objectives should be attainable within a reasonable period of
time, typically six to eight weeks. It may be practical to write
performance objectives to cover either the weeks between | EP meetings
or the standard reporting period. Performance objectives should be
reviewed and revised when necessary. If the student is not attaining the
performance objective, it is advisable to review and change the
performance objective, rather than extending the time.

The student’s progress in attaining the performance objectives must be
monitored regularly and systematically by all personnel involved in
implementing the |EP. The |EP team needs to establish time lines and a
process for monitoring and recording the review dates on the

student’s IEP.
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Toolbox H:
Developing
the IEP
Components

Developing
and Writing the |[EP

« Prioritize and categorize student needs by domain
» Describe current level of performance in each domain
* ldentify student specific outcomes and performance objectives

» Write and approve the |EP

The IEP is developed through discussion, and then is summarized in a
written plan. Writing the |EP promotes accountability and facilitates
communication with personnel outside the team.

Teams may find it efficient to choose one member to put the decisions of
the team into written form. Manitoba school divisiong/districts use a
variety of formats, and |EP teams will find that the format they select
may vary depending on the student’s needs.

At this point, the team will have established

 student identification and background information

» current levels of performance, which reflect team consensus on the
student’s abilities and needs

» student specific outcomes
» performance objectives

To complete writing the |EP, the team will describe
* methods, materials, and strategies

 the names of team members who will be implementing the plan and
the setting(s) where it will be implemented

» plans and time lines for evaluation

Agreement among team members about the IEP and how it will be
implemented is critical to the overall success of the IEP. An effective
team strives for consensus during all stages of 1EP development and
writing. Signing the |EP is a good way for team members to indicate
their support of the plan. Team members should check to seeif thereis a
school division/district policy related to signing the |EP document.
Meaningful agreement means that members will

» seethemselves as equal participants in the planning process

* be committed to the part they will play in implementation

» feel their ideas are reflected adequately
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Agreement does not mean that team members passively acquiesce to a
plan they feel reflects the ideas of only certain team members.

All team members who sign the |EP should receive a copy of it. The case
manager also provides a copy of the IEP to each staff member who works
with the student. If the student or parents did not participate in the IEP
meeting, the case manager meets with them to share the contents of the
|EP and the plans for monitoring the student’s progress.

Ongoing staff training in team processes (e.g., conflict resolution,
negotiation, and caseload management) can facilitate |EP processes.
School teams need to be aware of their responsibilities concerning the
Freedom of Information and Protection of Privacy Act during the

| EP processes. Gathering and recording of information, along with
distribution and storage of the IEP, will need to be donein
accordance with the local school division/district policy related to this
Act.

Implementing and Reviewing the IEP

If it is systematically implemented, an |EP fosters increased student
learning. To implement the IEP, the team determines how instructional
and assessment strategies will be used, and the supports the student will
require. These plans must be concrete, realistic, and tied to the student’s
daily schedule.
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Note: At this stage,
each team member
has a written copy of
the IEP.

Effective implementation is a dynamic process that involves

» collaborating in assessing the student’s progress and learning
* identifying changing student needs

* reviewing and revising the daily plan

I mplementing and
Reviewing the [EP
* Establish a daily plan

« Put the plan into practice
* Review and revise regularly
« Evaluate at year end

A daily plan takes the IEP and links it to ongoing daily instruction. It
specifies how and by whom each strategy and support is put into action.
The process of developing adaily plan helps team members ensure that

» performance objectives are clear and measurable

» practical, effective instructional and assessment strategies are in place

* instructional strategies are clearly understood and can be replicated by
each member of the team involved in the daily plan

The daily plan is designed to

* sarveas an instructional guide

» provide information about the student’s current learning environments

 facilitate communication among team members

» provide a mechanism that records student progress

» help staff make decisions about the effectiveness of strategies and
materials

* ensure accountability
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Toolbox I:
Sample Daily
Planners

Establishing a Daily Plan

1. List the events and activities in the student’s day that
provide opportunities for the student to demonstrate the
performance objectives. The existing classroom timetable
offers a starting point for students working on curricular
outcomes. An individualized schedule will be created for
a student receiving individualized programming.

2. Determine the most appropriate learning environment for
teaching each performance objective.

3. ldentify the supports and strategies required to meet each
performance objective. Different objectives might require
different supports. Supports may include the assistance of
a paraprofessional or a peer, various resources, or
audiovisual equipment. Strategies might involve
modelling, the use of prompts, writing frames, or other
scaffolding techniques. Specific instructions promote
precise and consistent implementation of the performance
objectives.

4. Determine evaluation criteria such as the accuracy,
duration, rate, or standard of performance that constitute
attainment of the performance objective.

5. Name the team members responsible for implementing
each 1EP objective during the specified time or activity
slots.

Components of a Daily Plan

Effective daily plans will include the following:

 classroom or individual timetable

» performance objectives

 environments where each performance objective will be taught

» supports: paraprofessionals, peers, equipment and materials, and
strategies

« team members responsible for each performance objective
» evaluation criteria and record keeping
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Daily plans should be photocopied for each teacher involved in
implementation. Blank columns in the plan provide teachers with space
for assessment and record keeping. When these records indicate that a
performance objective has been attained, team members will meet to
revise the plan. A binder in which completed implementation plans are
stored provides a valuable record of instruction and student progress and
achievement.

I mplementing and
Reviewing the |[EP

« Establish adaily plan
* Put the plan into practice

» Review and revise regularly
» Evaluate at year end

|EPs are intended to be flexible enough to reflect changes in a student’s
needs and circumstances.

As team members implement the daily plan, they communicate regularly
regarding any difficulties in implementation. Team members then collect
assessment data which informs them of the student’s progress and the
effectiveness of the teaching and learning strategies and the resources
selected in the daily plan.

Toolbox J: If the student is progressing slowly or is not making progress, team
Steps in members need to ask the following:

Conducting a * Arethe strategies being implemented as planned? If not, are there
Brief Problem- unforeseen problems that can be addressed?

Solving « Arethere alternative strategies and resources that would be more
Meeting, effective?

* Do the assessment activities selected enable the student to demonstrate
the performance objective?

» Should the performance objectives be broken into smaller components

or steps?

On the basis of informal discussion, team members may decide to revise
performance objectives, strategies, and/or resources rather than continue
with an ineffective course of action until the next |EP meeting. However,
any revision should be consistent with the student specific outcomes set
out in the IEP until the team meets to review the IEP,
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Toolbox K:
Questions for
Year-end
Evaluation

of IEPs

|

Implementing and
Reviewing the [EP

« Establish adaily plan
¢ Put the plan into practice

* Review and revise regularly

* Evaluate at year end

The team meets for formal review on the dates identified in the |IEP.
These dates may correspond with school reporting periods. The review
process may take the planning team back to any one of the previous steps
in |[EP development, including

 gathering further information

* revising student specific outcomes or performance objectives
 establishing new instructional or assessment strategies

» seeking help from other professionals

Team members prepare for review meetings in the same way that they
prepare for the initial planning meeting. The case manager chairs the

meeting. All members share information on the strategies they have
employed and their assessment results.

After sharing information, discussion should focus on the following
guestions:

* [sthelEP «till an accurate reflection of the student’s educational
needs?

» How effective are the strategies and resources selected in supporting
student learning?

* How much progress has the student made towards achieving the
student specific outcomes and performance objectives?

» |sthere any new information that suggests that changes should be
made in the student’s programming?

» Should new student specific outcomes be selected and broken down
into performance objectives that more accurately reflect the student’s
changing strengths, needs, and interests?
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If the student is attaining the performance objectives, the team may
decide to continue with the plan. If the student is learning at afaster rate
than anticipated, the team will develop new and/or additional student
specific outcomes and performance objectives. If the student is making
unsatisfactory progress after teaching and learning strategies and
resources have been reviewed and revised, the team may consider
changing the initial student specific outcomes and/or performance
objectives. They will also consider whether other priorities need greater
emphasis. All changes are recorded in the |EP.

I mplementing and
Reviewing the |EP

 Establish adaily plan
* Put the plan into practice
* Review and revise regularly

 Evaluate at year end

At the end of the school year, or if the student transfers to another school,
the IEP team reviews the plan, documents student progress through the
school reporting process, and writes recommendations for the coming
year. This review helps to ensure continuity of the student’s learning, and
forms the foundation on which the following year’s |EP is devel oped.

Besides evaluating the |EP, the team will want to reflect on how well
their process worked and on the ways in which they were able to
contribute to the student’s learning.

At 1
t this Stage the team w;
have 4 daily plap
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