
Revising the Annual IEP  

A revision to the annual IEP may be completed during an IEP team meeting or with consultation between 
the student’s parent/guardian and special education case manager or related service provider.  Case 
managers should consult with building administrators to consider the purpose of the revision to the annual 
IEP and determine the need to convene the full IEP Team. If the team does not need to meet, the parent 
must be consulted before the annual IEP form is revised (before the “revise” link is selected)  **If the parent 
does not agree to the revision, or if any member of the IEP team requests a full IEP team meeting, the case 
manager shall convene the team at a mutually agreeable date and time.  Follow the steps below when 
completing a revision.  
 

Step 1: Click on the number under students on my roster on your IEP Writer dashboard. 

 

 

Step 2:  Find the student’s name you want to complete the revision for and click the paper/pencil icon. 

 

 

 

Step 3:  Click view/revise currently implemented IEP. 

 

 

Step 4:  Click the revise button at the bottom of the page. 

 

 

 



Step 5:  Enter the information into each box and complete the transition question at the bottom of the page.  

When you are finished, click save and return.  

 

 

Step 6:  Change ALL areas of the IEP impacted by the revision. Since direct instruction is the addition, you 

will have to revise the present levels, special education/related services and placement and reporting.  

Click save and return when all information is entered. 

 

 

 



Step 7:  Go into the present levels of performance and enter the revision, the date and why the revision 

was made.  Any information dealing with academics goes into the present levels of academic achievement 

section.  Any information that deals with adaptive skills, behavior or related service information goes into 

the present levels of functional performance section.  All transition information goes into the present levels 

related to postsecondary section. 

    

      Present Level Blurb-

 

 

Step 8:  Check to make sure all the information that was added or deleted in each section is correct.  

 

 

Step 9:  Go back to IEP Home.   

   

 

 

Step 10:  Click save and lock this revision 

 

 

 

 

 

Step 11:  Generate PDF 



 

 

Step 12:  Print out all pages that have any information about the revision and send this to Bridget Caputo in 

the special education office to be time stamped.  The pages that would be printed with this revision are 

included below. 

 



 

 



 

 



 

 

 



 

 

 

 

 

Step 13:  Complete a parent contact log.  

 

 

 

 


