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Welcome to 
Office Hours

This training is being recorded.

Please feel free to ask 
questions as they come up, 
but we will have several Chat 
Box Check-Ins 
throughout the training.



MAINE DEPARTMENT 
OF EDUCATION

Presented by: The OSSIE Supervision, Monitoring and 

Support Team

Office Hours: IEP Meeting 
Essentials 4/24/24



3

Meet The Team

Colette Sullivan
Federal Programs Coordinator

colette.sullivan@maine.gov

Jennifer Gleason
Educational Specialist

jennifer.gleason@maine.gov

Karlie Thibodeau
Educational Specialist

karlie.l.thibodeau@maine.gov

Ashley Satre
Educational Specialist

ashley.satre@maine.gov

Julie Pelletier
Secretary Associate

julie.pelletier@maine.gov

mailto:colette.sullivan@maine.gov
mailto:Jennifer.gleason@maine.gov
mailto:colette.sullivan@maine.gov
mailto:colette.sullivan@maine.gov
mailto:julie.pelletier@maine.gov


Agenda

Quick introductions  by 
the monitoring team.

1. Introductions

IDEA and MUSER requirements 
for the IEP decision making 
process, required participants, 
major IEP responsibilities and 
timelines.

2. IEP Meeting Essentials

Time for questions and 
links to resources

3. Questions and Resources
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The IEP Decision Making Process 

5
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What is the Purpose of an IEP?

The Individuals with Disabilities Education Act (IDEA) 
says the purpose of an Individualized Education Program 
(IEP) is “to ensure that all children with disabilities have 
available to them a free appropriate public education 
(FAPE) that emphasizes special education and related 
services designed to meet their unique needs and 
prepare them for further education, employment and 
independent living”, and to promote movement back to 
general education.
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IEP Decision-Making Process 
(MUSER VI.2 I)

The IEP Meeting

Serves as a communication vehicle between parents and school personnel 
and enables them as equal participants, to make joint decisions regarding:
 
1) The child’s needs and appropriate goals.

2) The extent to which the child will be involved in the general curriculum 
and participate in the regular ed environment and assessments.

3)The services needed to support that involvement and achieve agreed-
upon goals.



Remember
The parents are considered equal partners 
with school personnel in making these 
decisions and the IEP team must consider 
the parents’ concerns and the information 
they provide.

The IEP Team should work toward 
consensus, but the SAU has the ultimate 
responsibility to ensure that a child is 
appropriately evaluated, the IEP provides 
FAPE and the placement is in the least 
restrictive environment.
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IEP Decision-Making Process  (MUSER 
VI.2 I)
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IEP Decision-Making Process  
(MUSER VI.2 I)

9

If the team cannot reach consensus, the SAU must provide 
the parents with prior written notice of the school’s proposals 
or refusals, or both, regarding their child’s educational 
program, and the parents have the right to seek resolution of 
any disagreements by initiating an impartial due process 
hearing or a state complaint investigation.

What if the parents and the IEP team disagree?
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Effective Dispute Resolution | Department of Education (maine.gov)

https://www.maine.gov/doe/learning/specialed/dueprocess
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IEP Decision-Making Process  (MUSER VI.2 I)

Recap:

• IEP Meeting serves as the communication vehicle for parents and 
SAUs to make decisions.

• Parents are equal partners.
• The SAU has the ultimate responsibility for FAPE.
• Dispute resolution options are available in the case of disagreement.
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Required Participants for IEP meetings

12



Required Participants for IEP Meetings
(MUSER VI.2.B)

 The child’s parents

 No less than one regular education teacher which 
should include career/technical/adult ed teachers 
when appropriate

 No less than one special education teacher

 A representative from the SAU that
 is qualified to provide or supervise special 

education instruction
 Is knowledgeable in general education 

curriculum
 is knowledgeable about the availability of 

resources and has written authorization to 
obligate funds for the SAU

13



Required Participants for IEP Meetings 
(MUSER VI.2.B)

 At the discretion of parents or SAU, others who may 
have knowledge or special expertise regarding the 
child, including related service providers.

 An individual who can interpret the instructional 
implications of evaluation results, who may be 
otherwise a member of the team.

 Whenever applicable, the child.

 For a child who is a state ward or state agency client, 
the child’s caseworker representing a youth serving 
agency.
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What if an IEP team member can’t attend the IEP meeting?

Attendance Not 
Necessary

A member of the IEP Team is not 
required to attend an IEP Team 
Meeting if the parent and the SAU 
agree in writing that attendance is not 
necessary because the member’s area 
of curriculum or related services is not 
being modified or discussed in the 
meeting. 

Excusal

A member of the IEP Team may be 
excused when the meeting involves a 
modification to or discussion of the 
member’s area of curriculum or related 
services, if— 
• (1) The parent, in writing, and the 

SAU consent to the excusal; and 
• (2) The member submits, in writing to 

the parent and the IEP Team, input 
into the development of the IEP prior 
to the meeting. 

• The SAU must ensure that the child’s 
IEP Team is informed of any changes

15

IEP Forms | Department of Education (maine.gov)

https://www.maine.gov/doe/learning/specialed/iep
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What if the student is of transition age?

If a student is of transition age, they must be invited to the meeting!

And, if any agency is likely to be responsible for paying for transition services, 
they must be invited by the school and the school must request consent from 
the parent before inviting.

Procedural 
Manual
Page 38

Procedural 
Manual
Page 41



17

What if a parent can’t come to the IEP meeting?
A meeting may be conducted without a parent in attendance if the public 
agency is unable to convince the parents that they should attend. In this 
case, the public agency must keep a record of its attempts to arrange a 
mutually agreed on time and place, such as— 

• (a) Detailed records of telephone calls made or attempted and the 
results of those calls; 

• (b) Copies of correspondence sent to the parents and any responses 
received; and 

• (c) Detailed records of visits made to the parent’s home or place of 
employment and the results of those visits. 
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Major IEP Team Responsibilities 
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1. Determine Eligibility:

• Review, as part of initial or reevaluation, existing evaluation data 
including evaluations and information provided by the parents, 
classroom-based assessments and observations and teacher/service 
provide observations to determine if or what additional data are 
needed to determine whether a child is a child with a disability.

20

Referral to Special Education | Department of Education (maine.gov)

https://www.maine.gov/doe/learning/specialed/pl/iep/referral
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2. Determine Present Levels
• Determine present levels of performance and educational needs 

in all affected academic and non-academic areas.
Teacher IEP Input Form (maine.gov)

Office Hours Archives – Data Collection Modules

https://www.maine.gov/doe/sites/maine.gov.doe/files/inline-files/Teacher%20IEP%20Input%20Form.pdf
https://www.maine.gov/doe/learning/specialed/pl/officehourarchives
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3. Determine Modifications and/or 
Accommodations

• Determine any necessary modifications/adaptations in the regular 
ed program if existing data is insufficient to identify the child as 
eligible for services.

Multi-Tiered Systems of Supports (MTSS) | Department of 
Education (maine.gov)

https://www.maine.gov/doe/mtss
https://www.maine.gov/doe/mtss
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4. Develop IEP
• Develop or revise an IEP to provide FAPE to any identified 

child with a disability

23

In general, when developing each child's 
IEP, the Team must consider: 

(a) The strengths of the child; 
(b) The concerns of the parents for 
enhancing the education of their child; 
(c) The results of the initial evaluation or 
most recent evaluation of the child; and 
(d) The academic, developmental, and 
functional needs of the child. 
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4. Develop IEP 
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Sample IEP Meeting Checklist (maine.gov)

https://www.maine.gov/doe/sites/maine.gov.doe/files/inline-files/IEP%20Meeting%20Checklist.pdf
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5. Annual Review
• Review, at least annually, the IEP to determine whether goals are being 

achieved, revise the IEP as appropriate to address any lack of progress 
towards annual goals and general education, consider any results of 
reevaluations, and consider any information provided to or by the 
parents.
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Questions and Answers (Q&A) on U. S. Supreme 
Court Case Decision Endrew F. v. Douglas County 
School District Re-1 - Individuals with Disabilities 
Education Act

https://sites.ed.gov/idea/questions-and-answers-qa-on-u-s-supreme-court-case-decision-endrew-f-v-douglas-county-school-district-re-1/
https://sites.ed.gov/idea/questions-and-answers-qa-on-u-s-supreme-court-case-decision-endrew-f-v-douglas-county-school-district-re-1/
https://sites.ed.gov/idea/questions-and-answers-qa-on-u-s-supreme-court-case-decision-endrew-f-v-douglas-county-school-district-re-1/
https://sites.ed.gov/idea/questions-and-answers-qa-on-u-s-supreme-court-case-decision-endrew-f-v-douglas-county-school-district-re-1/
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Amendments

• In making changes to a child’s IEP after the annual IEP 
meeting for a school year, the parent and the SAU may agree 
not to convene an IEP meeting for the and instead may 
develop a written document to amend or modify the child’s 
current IEP. 

• The SAU must provide prior Written Notice to the parent
• The SAU must inform the IEP team of any changes made
• The SAU must provide the parent a revised copy of the IEP 

with the amendments

26
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Major IEP Team Responsibilities (MUSER VI.2 I)

Recap:

1. Determine Eligibility
2. Determine Present Levels of Performance
3. Determine Modifications/and or Accommodations
4. Develop the IEP
5. Annual Review of the IEP
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IEP Meeting Timelines

28
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IEP Meeting Timelines

Initial IEPs 
• Each SAU shall implement the IEP as soon as possible following the IEP Meeting 

but no later than 30 days after the IEP Team's initial identification of the child as 
a child with a disability in need of special education and supportive services. 

29
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Annual IEP & Duration of IEP

Annual
Meeting

Date

1/6/22
.

Parents 
have the WN 

in their 
hands

1/9/22

Duration of 
the IEP – 

IEP Begins

1/16/22

7 days3ish days for 
mail (Guidance)

Duration of IEP 
can only run 

364 days.  
Therefore, IEP 

must end 
1/15/23

Must hold 
next 

annual on 
or before 

1/5/23.
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IEP Meeting Timelines

Recap:
• Initial IEPs must be developed and implemented within 30 days of 

eligibility determination.

• Annual IEPs can’t be written for more than 364 days.
• Annual meeting dates can’t be longer than 364 days.

• A full copy of the IEP must be sent home to the parent within 21 days

31
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Procedural Manual 

Resources

https://www.maine.gov/doe/sites/maine.gov.doe/files/2022-09/PROCEDURAL%20MANUAL%20Update%208-1-2020.pdf
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Maine Unified Special Education  

Resources

Procedural Manual 

https://www.maine.gov/doe/sites/maine.gov.doe/files/inline-files/State%20Regulation%20Chapter%20101MUSER.pdf
https://www.maine.gov/doe/sites/maine.gov.doe/files/2022-09/PROCEDURAL%20MANUAL%20Update%208-1-2020.pdf
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2023-24 Cohort IEP Quick Referen  

Resources

  Maine Unified Special Education Regulations (MUSER)

https://www.maine.gov/doe/sites/maine.gov.doe/files/2023-12/10-31-23%20Updated%2023-24%20IEP%20Quick%20Reference.pdf
https://www.maine.gov/doe/sites/maine.gov.doe/files/inline-files/State%20Regulation%20Chapter%20101MUSER.pdf
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Resources

     2023-24 Cohort IEP Quick Reference Document

https://www.maine.gov/doe/sites/maine.gov.doe/files/2023-12/10-31-23%20Updated%2023-24%20IEP%20Quick%20Reference.pdf
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Resources

     ent
Professional Development Calendar  

Link for Recordings and Power Points  

 

Special Education Resources

  

Special Education Laws and Regulations

  

Special Education Forms and Reporting 

https://www.maine.gov/doe/sites/maine.gov.doe/files/2023-12/10-31-23%20Updated%2023-24%20IEP%20Quick%20Reference.pdf
https://www.maine.gov/doe/calendar
https://www.maine.gov/doe/learning/specialed/pl
https://www.maine.gov/doe/learning/specialed/supervision
https://www.maine.gov/doe/learning/specialed/law
https://www.maine.gov/doe/learning/specialed/forms
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DATE TOPIC/DESCRIPTION

Wednesday 9/13/23 Resources 

Wednesday 9/27/23 Transition from CDS to Public School 

Friday 9/29/23 Q&A Session

Wednesday 10/11/23 Abbreviated Day   

Tuesday 10/24/23 Fall All District IEP Training 

Tuesday 10/24/23 Fall All District B-13 Training  

Wednesday 10/25/23 Discipline & Manifestation Determination

Friday 10/27/23 Q&A Session

*Wednesday 11/8/23* *Alignment and DIB1 (Disability Alignment)*

Wednesday 12/13/23 Orientation and Mobility

Wednesday 12/20/23 Compliant Transition Plans 

Tuesday 1/9/24 Winter All District B-13 Training 

Tuesday 1/9/24 Winter All District IEP Training 

Wednesday 1/10/24 Advanced Written Notice & Written Notice 

2023-24 Professional Development 

https://www.maine.gov/doe/learning/specialed/pl/officehourarchives/resources
https://www.maine.gov/doe/learning/specialed/pl/officehourarchives/cds
https://www.maine.gov/doe/learning/specialed/pl/officehourarchives/abbreviatedday
https://www.maine.gov/doe/learning/specialed/pl/iep/training
https://www.maine.gov/doe/learning/specialed/pl/transitionplanning/fulltraining
https://www.maine.gov/doe/learning/specialed/pl/officehourarchives/discipline
https://www.maine.gov/doe/learning/specialed/pl/officehourarchives/OHAlignment
https://www.maine.gov/doe/learning/specialed/pl/officehourarchives/OandM
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DATE TOPIC/DESCRIPTION REGISTRATION LINK

Wednesday 1/24/24 Present Level of Performance         

Friday 1/26/24 Q&A Session

Wednesday 2/14/24
Writing Measurable Functional Goals 

and Avoiding Outcomes 

Wednesday 2/28/24 Transition from CDS to Public School  

*Wednesday 3/13/24* *Least Restrictive Environment* 

Wednesday 3/27/24 Forms – (AE attached to WN) 

Friday 3/29/24 Q&A Session

Wednesday 4/10/24
Special Education Law for General 

Education Teachers

Wednesday 4/24/24 IEP Essentials 

Friday 4/26/24 Q&A Session Q & A Registration Link

Thursday 5/2/24 Spring All District IEP Training IEP Training Registration Link (5/2/24)

Thursday 5/2/24 Spring All District B-13 Training B-13 Training Registration Link (5/2/24)

Wednesday 5/8/24 Consultation/Related Service Goals 
Consultation/Related Service Goals 

Registration Link

Wednesday 5/22/24 Data Collection Data Collection Registration Link

Friday 5/24/24 Q&A Session Q & A Registration Link

2023-24 Professional Development (cont.)

https://mainestate.zoom.us/meeting/register/tZAlcuuhpzspG9ewDBOoYsqUb4tHo0YsKLUy
https://mainestate.zoom.us/meeting/register/tZEkde-urzkoGNKtcYtXpeSe_zz128BduJIg
https://mainestate.zoom.us/meeting/register/tZcsd-iurzssGdWWJpzVfA3L9aHA2fcTjmma
https://mainestate.zoom.us/meeting/register/tZwodOGhpzkvHtSioGFjZGXi0KooPfJtmYSX
https://mainestate.zoom.us/meeting/register/tZwodOGhpzkvHtSioGFjZGXi0KooPfJtmYSX
https://mainestate.zoom.us/meeting/register/tZwpce-grz4pGN2EPp5sxK7wI29gKDFldp1I
https://mainestate.zoom.us/meeting/register/tZEtc-qvrDwqGdXYcqWkrRC7vzTKxRNUwVmE
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Please consider sharing the links to these PD opportunities with 
general education teachers:
Wednesday 10/25/23 - Discipline & Manifestation Determination

Wednesday 4/10/24 - Special Education Law for General Education Teachers

Please consider sharing the links to these PD opportunities with 
related service providers:
Wednesday 2/14/24 - Writing Measurable Functional Goals and Avoiding Outcomes 
Wednesday 5/8/24 - Consultation/Related Service Goals 

https://www.maine.gov/doe/learning/specialed/pl/officehourarchives/discipline
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https://forms.office.com/g/by472QQLDJ

Use the link to complete the form 
on your computer

 OR 
Use the QR code to complete the 

form on your mobile device

Professional Learning Feedback and Contact Hour Form.

https://forms.office.com/g/by472QQLDJ
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Stay Connected!

Find Us Online!
www.maine.gov/doe

@MaineDOEComm

@mainedepted

@mdoenews

@MaineDepartmentofEducation1

http://www.maine.gov/doe
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Colette Sullivan – Federal Programs Coordinator
colette.sullivan@maine.gov
 
Jennifer Gleason – Special Education Consultant
jennifer.gleason@maine.gov 

Karlie Thibodeau – Special Education Consultant
karlie.l.thibodeau@maine.gov 

Ashley Satre – Special Education Consultant
ashley.satre@maine.gov

Julie Pelletier – Secretary Associate
julie.pelletier@maine.gov 

This Photo by Unknown Author is licensed under CC BY-NC

This Photo by Unknown Author is licensed under CC BY-NC
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