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42.9% 
(9/21) 

of OHS SETs are in the TEAM 
Program

6
OHS SETs

have less than two full 
years of experience

2
OHS SETs

are Teacher Associates

Paperwork is overwhelming Human Resources 
are spread thin



What do new Special Education Teachers (SETs) need to write compliant 
annual IEPs independently?

Creation of a systematic process that allows SETs to create compliant, 
quality IEPs in partnership with members of the Special Education Department 
and the Office of Professional Learning.



● All SETs at OHS in TEAM program complained about lack of support 
with IEP writing.

● Lack of availability of SpEd Coaches = pull on Central Office staff and 
SpEd Department Chair

● OPL got involved which slowed the project but gave it “teeth”

Why the Office of Professional Learning (OPL)? 



If SETs are given a systematic process to initialize the creation of 
compliant, quality IEPs, they will feel empowered, will be able to ask 
better questions, and will be more effective with the IEP process; 
consequently, students will receive better special education services.

Theory of Action



Phases of the IEP Process

Receive 
Caseload

Schedule 
IEPs

Collect 
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Draft IEPs
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Before students arrive Days 45-43 Days 42-37 Day 30 Day 29-28

Number of days before the expiration date of the current IEP

*This includes Goals, Accommodations, Services, Least 
Restrictive Environment, and Prior Written Notice

Our Focus



Resources Provided within Each Phase

Receive 
Caseload

OHS  IEP Writing 
Step-by-Step 
HyperDoc

 Draft IEP PLOP Outline with 
descriptions

Collect 
Information

https://drive.google.com/file/d/1qKh62-W0G73lvV1YVP2vBlaG0YRW-Z5h/view?usp=share_link
https://drive.google.com/file/d/1qKh62-W0G73lvV1YVP2vBlaG0YRW-Z5h/view?usp=share_link


Overview of the project (10-20 minutes)
○ Purpose, context, overview of IEP writing

● Workshop on phases in small groups
○ Provide information from slides and have partners do something like an “I notice, I wonder”
○ Direction on how to provide feedback in slides (biggest concern, biggest takeaway, what changes would you make, what resources would you 

provide)
○ Those “savvy” with IEPs poke holes; those with cursory knowledge ponder “what resources would I want to be successful with these tasks?”

● Next steps
○ Focus group with SPED teachers
○ Protocol for creation of resources (to ensure videos/checklists/etc. All have similar feel)
○ Development of “Hub Model”

● Closure

Session with SPED/OPL Leaders



75%
reduced time to write annual 
IEPs as reported by 2 Central 
Office SpEd Staff with >10 

years experience

100%
IEPs written with these 

resources were compliant 
as reported by Compliance 

Specialist

2 hrs
One-on-one coaching 
empowers new SETs to 

write annual IEPs 
independently  

Enables gradual release of IEP 
tasks

Increased confidence of new 
SETs


