
SC Enrich IEP Quick Reference Guide for Plan Amendments 
 
This guide describes the amendment process for individualized education programs (IEPs) and services 
plans (ISPs) that are created in the SC Enrich IEP system.  

Amending an IEP/ISP Created in Enrich 

An amendment to an IEP/ISP requires three to four components, depending on whether a meeting is 
held for the amendment. The components include: 

1. Amendment (Cover Page) 
2. Meeting Notice (if appropriate) 
3. Amended IEP/ISP 
4. Prior Written Notice (PWN) [Contained within the Amendment Cover Page] 

Note that the order of finalization is critical for docmentation of the revised date on the amended IEP. 
The Amendment Cover Page must be finalized prior to finalization of the amended IEP. Guardians must 
be given a copy of the Amendment Cover Page, amended IEP/ISP, and PWN.  

Step 1:  Create the IEP Amendment (Cover Page) 

Go to the Programs Tab and click on ‘Add Action’ and select Amendment (Cover Page) 

 

When the amendment action opens, put in the start date for the action.  This date initially defaults to 
the current date upon creation of the Amendment Cover Page.  
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Select the type of plan (IEP or ISP) from the dropdown. 

 

Select Yes or No to the question, ‘Has an eligiblity determination been made since the last annual review 
meeting?’. If yes, this will generate additional date fields to capture the updated dates of eligiblity and 
next eligibility as these will not change on the amended IEP.  

 

 

Indicate if a meeting will be held for the amendment.  

If Yes:  
The user will access the ‘Schedule Meeting- Add’ feature on the program’s page to generate meeting 
notices.  
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If No, complete the information required: 

 

 

Enter the dates of the amendment and date of implementation. 
 

 

If the amendment is for an IEP, check the sections that will be 
amended. Note: This does not display for ISPs.  

 

 

 

 

Enter an explanation of the amendments. 

 

 

‘Save’ and ‘Close’ the Amendment Cover Page 
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Step 2:  Schedule a Meeting 

On the Programs Tab, go to ‘Schedule Meetings’ and select ‘Add’. (Note: If the IEP/ISP amendment will 
be made without a meeting skip to step three.)  

 

 

Then select the meeting type, which will be “Notice of Meeting” if outside agencies will be invited or 
“Meeting (No Outside Agencies)” if outside agencies 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.   

 

 

 

 

 

 

 

 

 

 

 

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.  
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Step Three: Amending the IEP 

Go to the Program Tab and select “View Details” on the student’s current IEP/ISP. 

 

 

 

 

 

 

 

 

 

 

Then click “Amend” function on the IEP/ISP. 

 

The plan will then open for amendment. DO NOT change any data fields in the following sections during 
the amendment process: 

1. IEP/ISP Meeting; 
2. Dates; or  
3. PWN. 
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Navigate to the appropriate section(s) of the IEP and make the necessary changes for the amendment.  

 

Note: If a goal or service is being modified you should update the ending date to the amendment 
implementation date. Add a new goal or service with a start date reflective of the amendment 
implementation date. 

Save, and close the amendment. 

Step Four: Completing the Cover Page and PWN for the Amended IEP 

Return to the Programs Tab and open the Amendment (Cover Page) by selecting “Edit Details” to update 
and enter any additional information including completion of the PWN and outcome for the 
amendment.  

 

 

 

 

 

 

 

When communication is complete for an amendment without a meeting or upon conclusion of the IEP 
amendment meeting, finalize the amendment processes in the following order:  
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1. Finalize the Amendment Cover Page 
2. Finalize the IEP/ISP Amendment 

During or after finalization, 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. 

 

 

 

 

 

 

 

 

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.  

 

 


