SC Enrich IEP Quick Reference Guide for IEP Amendments

[bookmark: _GoBack]This guide describes the IEP amendment process for IEPs that are created in the SC Enrich program and for those IEPs that are imported into Enrich from Excent Online (legacy system).
A. Amending an IEP Created in Enrich
An amendment to an Enrich IEP requires three to four components, depending on whether a meeting is held for the amendment. The components include:
1. IEP Amendment (Cover Page)
2. Meeting Notice (if appropriate)
3. Amended IEP 
4. Prior Written Notice (PWN)
Step 1:  Create the IEP Amendment (Cover Page)
Go to the Programs Tab and click on ‘Add Action’ and select IEP Amendment (Cover Page)
[image: ]
When the amendment action opens, put in the start date for the action (which defaults to the date the action was selected) and answer the question “Will a meeting be held to amend the IEP?”
[image: ]
If a meeting will be held to amend the IEP ‘Save’ and ‘Close’ the  IEP Amendment (Cover Page) and go to the Programs Tab to schedule an IEP team meeting.
Step 2:  Schedule a Meeting
On the Programs Tab, go to ‘Schedule Meetings’ and select ‘Add’. (Note: If the IEP amendment will be made without a meeting skip to step three.) 
[image: ]

The select the meeting type, which will be “Notice of Meeting” if outside agencies will be invited or Meeting (No Outside Agencies) if outside agancies will not be invited to the meeting.
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Complete the meeting notice by entering the participants, date, time and location for the IEP team meeting.  
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[image: ]Print the “Meeting Notice” from the documents section of the navigation pane and transmit the notice to the parent(s). Then save and close the schedule meeting page. From the Programs Tab, you can open and update the schedule meeting page as appropriate to enter additional contact attempts and parental response information. 



Step Three: Amending the IEP
Go to the Program Tab and select “View Details” on the student’s current IEP.
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Then click “Amend” function on the IEP.
[image: ]
The IEP will then open for amendment. DO NOT change any data fields in the following sections during the amendment process:
1. IEP Meeting;
2. Dates; or 
3. PWN. 




[image: ]Navigate to the appropriate section(s) of the IEP and make the necessary changes for the amendment. 
Save, and print the amended IEP.  Then close the Amend function.

Step Four: Completing the Cover Page and PWN for the Amended IEP
Return to the Programs Tab and open the IEP Amendment (Cover Page) by selecting “Edit Details” to enter remaining information for the cover page and the PWN for the IEP amendment. Make sure to identify the sections of the IEP that were amended, the date the amendments were made, and the date on which the amended IEP will start. Also complete the PWN in the IEP Amendment action.
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After the IEP Amendment action is finalized, the process is complete and the following documents should be printed for distribution: 1. Amendment Cover Page; 2. Amended IEP; and 3. PWN.


Step 5: Accessing the Original and Amended IEP
To access the original IEP or the amended IEP select ‘View Details’ from the ‘Program’ tab.
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When the IEP is opened, the most recent version of IEP (i.e., the amended IEP) will display with the date in bold after ‘Revisions’.  The previous/original IEP is accessible by clicking on the date link for that IEP, which is in blue and underlined. 

[image: ]


A. Amending an IEP Created in Excent Online (PDF in Enrich)
When a student’s data is imported from Excent Online into Enrich, the current IEP transfers into Enrich as a PDF document. Some dynamic data also transfers into Enrich (as a “Converted Data Plan”) that is used for implementing the IEP but that dynamic data does not constitute the student’s IEP (the PDF document is the IEP).
There are two options for amending an Excent Online IEP that has been imported into Enrich as a PDF document.  
First Option: Create an IEP in Enrich (required method for major changes)
While creating an IEP in Enrich is more time consuming (because all of the IEP data is manually entered), it makes it easier to make future amendments, it simplifies monitoring progress for IEP goals, and it expands the system capabilities for creating and viewing group reports since all data fields for the student’s current IEP will be dynamic data fields in Enrich.  
To create an IEP in Enrich, go to the Programs Tab and select “Add IEP”.  Then, complete the meeting notice and the IEP.  When filling in the IEP data fields, make the amendments to the original IEP as appropriate. The IEP Start Date on the Enrich IEP should be the date that the amended IEP will begin to be implemented. However, the IEP End Date and IEP Review Date should remain the same as the imported Excent Online IEP so that the next annual review is held within the required timeline. 
Second Option: Use IEP Amendment Action and Excent PDF (alternate method for minor changes)
The second option is to use the PDF copy of the Excent Online IEP to amend the IEP, while recording the amendment in the Enrich system. This option should only be used for minor changes to the IEP and should only be used during the first year of Enrich implementation. The steps for this option are as follows:
1. Go to the Programs Tab and select “Add Action” then select “IEP Amendment (Cover Page)”. Then answer the initial question regarding whether a meeting will be held. 
2. If a meeting will be held schedule a meeting using “Add Meeting” on the Programs Tab.
3. Print the Excent IEP (PDF) and:  
a. Manually make the changes/amendments to the printed IEP;
b. Scan the Amended PDF IEP with the changes; and
c. Upload the Amended PDF IEP as an attachment to the IEP Amendment action.
4. Complete the IEP Amendment cover page and PWN as described in Step Four above.
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