
How to Complete an Excusal Form 

Step 1:   Open the current invitation  

 

 

Step 2:  Scroll down to the Invited IEP Team Member section. 

 

Step 3:  Click on the member’s name that you want to excuse. 

 

 

 

Step 4:  When the box pops up, click on Attendee Excused 

 

 

 

Step 5:  Pick one of the options listed under Attendee Excused 



 

Step 6:  Enter the Attendee's Area of Expertise 

 

Step 7:  Click Save Changes 

 

Step 8:  Generate an invitation.  The excusal form will be after the invitation.  
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Step 9:  Click save before exiting the page.  

 

 

 

 

 

This section is used to document the names of the IEP team members who were excused from 

the IEP team meeting and submitted information to the IEP team in writing before the meeting. 

 

 


