Prior Written Notice Guide

Description of the proposed or refused action (i.e., decision, change, proposal, etc.)
· Changes proposed during the meeting to the IEP draft
· Changes to service minutes
· Changes to setting where the services will be delivered
· Changes to goals (i.e., modify, add, remove) during the meeting (different than what was shared in the draft)
· Change to LRE from previous IEP or Draft
· Changes to accommodations/modifications (i.e., adding new ones from previous IEP or removing ones that are no longer needed)
· There should always be a general action regarding the IEP
For example: Child’s IEP team met to plan a new IEP. The team reviewed progress on prior goals, discussed what they are seeing at home and school currently, and decided on goals for the next year. 

The reason we are proposing or refusing to take action
· Describe the reason the action was accepted or rejected based on the discussion that the team has during the meeting. 

For example (Accepted general): “The child’s annual IEP was expiring and the team needed to develop a new IEP that reflected current progress and next steps. The IEP team agreed that the present levels accurately described the child and agreed on the goals, accommodations/modification and services needed.”

For example (Accepted): “The family brought up the desire to focus on toilet training. The classroom team asked some questions about readiness and described plans that have been used in the past. The family shared that the child is showing signs of awareness when wet. The IEP team is in agreement that the toileting goal should be added to the IEP.”

For example (Rejected): “The family brought up the desire to focus on toilet training. The classroom team asked some questions about readiness and described plans that have been used in the past. The family shared that the child is showing signs of awareness when wet. The classroom team explained that the child does not qualify in an area where this goal would naturally fit and that the child is still in an age range when most children are learning to use the toilet. The IEP team decided not to create a goal, but will still develop a plan for the student start practicing in the classroom.”

A description of each procedure, test, record, or report used or is planned to be used as a basis for action
· Always include team discussion
· Include others as appropriate: classroom observation, family report, reports from outside providers, TSG or classroom assessment, medical reports, etc.
For example: “The IEP team used team discussion, observations from the classroom staff, and a report from the child’s physician as the basis of actions.”

Any other factors that are relevant to the action
For example: “The family requested a copy of the site words used in the classroom and the classroom team said they would send it home.”



Prior Written Notice Notes

	Student’s Name:
	
	Date:
	

	

	Description of the proposed or refused action

	

	The reason we are proposing or refusing to take action

	

	Description of any other options considered and rejected

	

	The reasons we rejected those options

	

	A description of each procedure, test, record, or report used or is planned to be used as a basis for action

	

	Any other factors that are relevant to the action

	

	

	Completed by:
	



