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Objectives 

 Ensure timely completion of IEP 
process 

 

 Document mandated timelines on 
District forms 

 

 Document mandated timelines in 
Welligent 

 

 



Request for Special Education 

Assessment 
 

 Initial request for special 
education assessment is 
made in writing by either 
staff members or 
parent/guardian 

 

 Document initial request on 
the Request for Special 
Education Assessment form  

 

 Form is accessed in 
Welligent – “Downloads” 

 



Request for Special Education 

Assessment 
 

 Date of request begins 

timelines  

 

 School has 15 calendar 

days to provide to parent 

either an assessment plan 

or written notice that the  

request for assessment is 

inappropriate at this time 



Special Education Assessment 

Plan 
 Provide “A Parents Guide 

to Special Education 
Services (Including 
Procedural Rights and 
Safeguards)” with the 
Assessment Plan or written  
notice that the request for 
assessment is 
inappropriate at this time 

 

 Parent has 15 days to 
return signed Assessment 
Plan 

 



Special Education Assessment 

Plan 

 Within 60 calendar days from date signed Assessment 
Plan is received by school, all assessments and reports 
must be completed and the IEP meeting held  

 

 Timelines stop and re-start again when off-track time 
and school vacation exceed 5 school days 

 

 Assessment Reports 
 If requested by the parent, the school provides assessment 

reports to the parent within 4 working days before the date of 
the IEP meeting 

  



Notification to Participate in an 

Individualized Education Program 

(IEP) Meeting 

 Parent should receive 
written notice of IEP 
meeting at least 10 
calendar days prior to 
scheduled IEP meeting 

 

 All IEP team members 
should receive notice of 
IEP meeting at least 10 
calendar days prior to 
scheduled IEP meeting 



Additional IEP Timelines 

 IEP is conducted within one calendar year from the 

previous IEP meeting 

 

 Parent Request 

 When parent of a special education student provides written 

request for an IEP that does not require assessment, the 

school must convene an IEP meeting within 30 calendar days 

of parent request 

 When parent of a special education student provides written 

request for assessment, an assessment plan or written notice 

that assessment is inappropriate at this time must be provided 

within 15 calendar days from date of request 

 



Additional IEP Timelines 

 Out of District   
 IEP is conducted within 30 days from the date of enrollment of a 

student with an IEP from another school district 

 

 Individual Transition Plan (ITP) 

 IEP must include ITP for students age 14 years and older 

 ITP must be developed prior to student’s 14th birthday to 

ensure that ITP is in place when student reaches age 14 

 


