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Tips for Writing IEPs for Students in Career Connections
This document was created to help teachers and Career Connections (CC) staff work together to develop clearly written, high quality IEPs.  It is not a comprehensive IEP writing document, but rather, addresses areas of frequently asked questions.  Note that the sections in bold font are especially important for overall IEP clarity and compliance.  For more comprehensive IEP documentation resources, please refer to those available through the Grant Wood AEA and the Iowa Department of Education websites.
	IEP Page 
	Section
	Directions 

	A
	Resident and attending district
	Verify the student’s resident district.  If the student does not live in the attending district, remember that a representative from that district must be invited to IEP team meetings and participate in the decision making process.  

	A
	Persons Present at Meeting
	The required participants are the student, parent if student is under 18, the LEA Representative/ Designee, the General Education Teacher, and the Special Education Teacher.  The Career Connections staff person may fill the role of the General Education teacher because she/he contributes information about community employment which is the general education context for the student.  If this is the case, the name/position of the Career Connections staff person should be listed on the Gen Ed Tchr line.  

	A
	Required System Data—Attending Building 
	“The student receives 50% or more of his/her special education services in the attending building?”  This should be checked “Yes” even though services and supports are primarily community-based.  

	

	B
	Behavior checkboxes
	The IEP team should discuss and determine if behavior is relevant to current school setting and/or future work environments.  Students with disabilities may have behavior needs that interfere with work performance habits, e.g., anxiety, difficulty initiating and following through with plans without support, inability to accept direction, or inappropriate social behaviors, and this box should be checked in those cases.  If behavior is an area that will be addressed in the IEP, be sure to consider and include in assessment information and possible goal area needs.  If student has a Functional Behavior Assessment (FBA) and Behavior Intervention Plan (BIP), update these documents with consideration of the future work environment and context.  

	B
	Transition assessment results (general)
	These should be based on assessment tools used and summarize student’s abilities and needs within that area—what can and can’t the student do.  This should include much more information than what the student wants or plans to do as that is discussed in the post-secondary expectations section (it is a common mistake to only include what the student plans to do here). 

	B
	Transition assessment information sources (working)
	This should list the Career Connections Skill Assessment as one of the assessments used for working.  The Career Connections Skills Assessment includes work related skills and habits, social skills, personal qualities and critical thinking, interests and preferences, and job seeking skills.  

	B
	Transition assessment results (working)
	Work assessment results should include a summary of the results from the Career Connections Skills Assessment and any other vocational assessments used.  Also, results should discuss if the student has held any jobs or volunteer positions, and if so, where, the length of time worked, the average number of hours worked, the type of work done at any jobs held, the student’s performance at the job, and work habits at jobs held.  If the student has not held a job, the results should address work habits observed in the school setting.  Remember that the needs shown in this working area will be addressed through IEP goals and/or services, activities, and supports.  

	B
	Transition assessment results (learning) 
	Teacher should summarize what the student’s abilities and needs are in reading, written language, and math, e.g., general abilities, standardized test scores and/or percentiles, how student compares to same age peers (grade level equivalents).  As with all transition assessments, keep in mind future environments and provide information related to any significant learning habits, e.g., student does best work with clear directions written for her, student needs frequent repetition to enable learning multi-step tasks.

	B
	Transition assessment results

(living)
	Living assessments include what self-help/care, community living, and budgeting skills the student has.  These also include the student’s ability to navigate community resources such as obtaining a drivers license and accessing medical and mental health care if needed.

	B
	Post-secondary expectations
	This section is where the student’s and her/his family’s plans for living, learning, and working should be described.  

	B
	Course of study
	Student must meet district academic credit requirements to graduate as well as IEP goals.  Targeted graduation date should allow for completion of IEP goals, so in most cases will be one year beyond class graduation date.  See other CC materials for discussions of district options regarding awarding of diplomas, but typically the student is awarded a copy of her/his diploma at the graduation ceremony and the official document is held until IEP goals are completed.  For “Courses and activities needed to pursue…,” a general statement such as X will participate in the Career Connections program and in activities such as job shadows and employment internships as part of her/his IEP programming.

	

	D
	State of Iowa Core Content Standard and Grade Level Benchmark
	Employability Skills for students grades 9-12 are included in the Iowa Core Curriculum 21st Century Skills.  These are not yet on the Web IEP as drop down options.  A list of these skills, details, and examples may be found on the Iowa Department of Education website at http://www.corecurriculum.iowa.gov/Home.aspx.  For simplicity and brevity, you may want to use one of the following Essential Concepts/Skills or select a 1-2 sentence descriptor from within these larger concepts/skills such as “Adapt to varied roles, responsibilities, and expectations.”
· Communicate and work productively with others, incorporating different perspectives and cross cultural understanding, to increase innovation and quality of work.

· Adapt to various roles and responsibilities and work flexibly in climates of ambiguity and changing priorities.

· Demonstrate leadership skills, integrity, ethical behavior, and social responsibility while collaborating to achieve common goals.

· Demonstrate initiative and self-direction through high achievement and lifelong learning while exploring the ways individual talents and skills can be used for productive outcomes in personal and professional life.

· Demonstrate productivity and accountability by meeting high expectations.

	D
	District Standard and Grade Level Benchmarks
	This should be specific to the school district—most all districts now have standards and benchmarks that address community employment.  Ask a colleague or your AEA consultant for help if you cannot locate this.  


	D
	Current academic achievement
	Be sure to describe the student’s achievement in relation to general education peers and standards.  It often makes sense to reference the standard of employer expectations, e.g., Employers expect that employees are able to interact appropriately with others most all of the time.  Based on Career Connections experience with a variety of employers, a performance of 80% or greater is a standard accepted by most.  

	D
	Baseline 
	The baseline must be measurable (numeric), match the measurement used in the goal itself, and take real world, competitive employment expectations into account (as with the standard above).  If using a rubric, be sure to attach the rubric to the printed IEP document and upload it to the Web IEP Associated Files or Additional Information page I.  Make sure that the goal states where to find the rubric.  

	D
	Measurable Annual Goal
	Typical goals for students in Career Connections focus on one or more of these goals:
· Career exploration:  e.g., Within one year, during discussion with a familiar adult, X will identify her career goal, describe her own strengths, abilities, and areas for improvement related to the career, and identify steps she is taking to pursue that career demonstrated by scoring 90% or greater on the attached rubric for 3 consecutive evaluations.
· Job seeking skills:   e.g., Within one year, during both structured practice and real opportunities, X will increase his job seeking skills (complete applications; identify, contact, and follow-up with businesses; accurately and completely answer interview questions; and present self appropriately in job interviews) demonstrated by scoring 80% or above on the attached rubric for 3 consecutive evaluations.
· Work skills:  e.g., Within one year, X will demonstrate appropriate work skills (attendance, following rules, working safely, listening and using feedback, accuracy, and independence; see rubric) in interactions with Career Connections staff, during job shadows, and on the job by scoring 80% or greater for 2 consecutive months.   
· Students may also have goals related to social interaction skills, transportation, making decisions and following through on required training for career choice, and other areas.  E.g., Within one year, during community-based interactions, X will demonstrate social skills (talks right amount; behaves appropriately; asks for help; gets along with co-workers) to successfully maintain employment by scoring 80% or greater on the attached rubric for two consecutive months.  And Within one year, following supported practice, X will independently ride the bus to and from work or meetings on 90% of opportunities for two consecutive months.  X will have at least two opportunities per week.  And Within one year, with supportive counseling, X will make decisions and follow through on required training for her career choice (see rubric for specific skills).  Required training may include x, y, z (based on career choice).
Note that Rubrics for Transition, by Ten Sigma (http://www.tensigma.org/), is a terrific resource for conceptualizing skills for transition into measurable goals.  Talk with your AEA staff about checking this out from the AEA transition materials collection.  

	D
	Progress monitoring procedures
	The expectations for progress monitoring and its use in decision making are the same for CC students as for all others.  Teacher and Career Connections staff should discuss the procedures and agree to a system for sharing and reviewing data including the frequency of data collection and how often it will be shared and graphed.  In terms of decision making rules, it is most common to use the four point decision making rule, e.g., The four point decision making rule will be used  to consider instructional changes (changes will be considered if four or more data points fall above or below the goal aim line).


	D
	Position(s) responsible for services
	“Career Connections Staff” should be listed on all goals which they support.  A teacher may or may not also be listed.

	

	F
	Special Education Services
	See sample of an IEP special education services page for a student in Career Connections at the end of this document.  The descriptions of each service, activity, and support will focus primarily on the community-based work, living, and learning settings.  Please adapt description as well as services time/frequency to individual student needs as this is only an example based on one student’s needs.  

	F
	Specially designed instruction
	This must include a description of the type of instruction to be provided, e.g., Specially designed instruction:  Career Connections staff will work one-to-one with X on and off job sites to develop job seeking skills, work skills, and social skills.  The provider should be listed as “Career Connections Staff” and the Time and Frequency should be clearly listed in numeric hours or minutes per week or month.  Because services time and frequency may initially be greater and then decrease as learning occurs, this description may need to detail this, e.g., 2 hours per week ongoing; 4-5 hours per week for first 5 weeks of a new job.    See attached sample, top of page 2.  

	F
	Supplementary aids and services
	For the purpose of Career Connections services, a job coach assigned in addition to the regular CC staff person would be considered to function like a paraprofessional in the school setting.   Some students will need this service; others will not.  Note that some districts have specific language that they use to describe paraprofessional services, so the IEP will need to meet those requirements as well.  

	F
	Support for school personnel
	Teaming on behalf of the student is a significant component of the Career Connections program.  This will most likely require multiple hours per month, so do not underestimate.  Language may be Career Connections staff will engage in planning on behalf of student with employer/special education teacher/job coach/educational associate/key co-workers/vocational rehabilitation/residential/and/or medical or mental health professionals.  Time and frequency will vary, but will often be 2-3 hours per month or more.

	

	G
	Specialized transportation
	This is nearly always checked “No” unless an attendant or specially equipped vehicle are needed.  Transportation to get the student to/from worksites is not specialized.  Because independence in transportation is critical to being able to keep a job, Career Connections staff will individualize plans for students to build this capacity.  

	G
	Additional Considerations—Least Restrictive Environment
	The first three questions are almost always answered “Yes” as Career Connections students receive services in community work settings with non-disabled peers.  

	

	G/Reports of student progress
	
	Career Connections staff develop these based on IEP goal progress.  They are shared with students, parents, and teachers, and district staff.  Reports should not replace a face to face team meeting if the student is struggling significantly to make progress in the program.
  

	

	Weighted Enrollment Matrix
	
	AEA staff are responsible for completing this document, not teachers or Career Connections staff.  But it helps to cross reference the final IEP with the matrix columns to ensure that student needs and services are completely and accurately described.  Please use the WEIGHTED ENROLLMENT: Assigning Level of Service for Students in Career Connections dated March 2010 which is the same as the general statewide matrix but includes additional prompts in a worksheet on the second page.  Be careful not to use older documents which are not the same as the state-required matrix.

Note the directions on the matrix for columns two and four require that a team agree to a set number of hours per week for programming.  The are specific directions on the worksheet regarding how to calculate this, but the important concern for IEP meetings is that there be a discussion and best estimate of how many hours per week the student will participate in work and other IEP activities.  Based on individual needs and abilities, this will vary from 10 hours up to 40 hours (20 hours per week is the average participation).  

	IMS Grant Wood AEA Notification of Student Change Form
	
	AEA staff are also responsible for completing a “Change Form” to let the special education Information Management System (IMS) know of the student’s change in program.  This form is available from the Special Education link on the AEA website; it is at the bottom of the list as “Student Change Form.”


Sample Special Education Services Page—Continued on next page.  
Special Education Services

Indicate the special education and related services, supplementary aids and services, based upon peer-reviewed research to the extent practicable, that will be provided for this individual:  1) To advance appropriately toward attaining the annual goals; 2) To be involved in and progress in the general curriculum; 3) To be educated and participate with other individuals with disabilities and nondisabled individuals; 4) To participate in extracurricular and other nonacademic activities; and 5) By age 14, to pursue the course of study and post-high school outcomes (living, learning, and working):

Y  N  Accommodations
Y  N  Linkages/interagency responsibilities
Y  N  Supplementary aids and services
Y  N  Assistive technology
Y  N  Program modifications
Y  N  Supports for school personnel

Y  N  Community experiences
Y  N  Specially designed instruction
Y  N  Support or related services
Y  N  Development of work and other post-high school living objectives
Y  N  Specialized accessible formats

	Describe each service, activity and support indicated above:
	Provider(s) and when the service, activity or support will occur
	Minutes in Setting

	Type:   Accommodations                        Code:  Activity/ support 
Ali needs directions for new tasks that he will do modeled for him as well as opportunities for supported practice.  For job activities that he will do infrequently, he needs directions numbered and put in writing with simplified language.  Career Connections staff will support Ali’s employer(s) to implement these accommodations.  
	Beginning Date: 5/21/10
Provider(s):  Career Connections 

Staff 
Name:  ________________
Time & frequency/when provided:  As needed on job sites
	____General education

____Special education

____Community
per

__Day __ Week __Month

	Type:  Accommodations                          Code:  Activity/ support 
Ali uses a five point scale to describe his need for a break and/or support.  Career Connections staff will work with Ali to share this system with his employer(s).  


	Beginning Date: 5/21/10
Provider(s): Career Connections Staff 
Name:  ________________
Time & frequency/when provided:  As needed on job sites
	____General education

____Special education

____Community
per

__Day __ Week __Month

	Type:  Accommodations                          Code:  Activity/support

If Ali participates in post-secondary educational coursework to meet his career goal, he needs written notes from classroom lectures provided for him and extended time for tests that requires reading comprehension of unfamiliar material.

	Beginning Date: 5/21/10
Provider(s): Career Connections Staff 
Name:  ________________

Time & frequency/when provided:  In academic settings
	____General education

____Special education

____Community

per

__Day __ Week __Month

	Type:  Development of work and other post-high school living objectives                                 Code:  Service with LRE minutes
Career Connections staff will contact employers on Ali’s behalf to arrange job shadows and will accompany him on each experience.  
	Beginning Date: 5/21/10
Provider(s):  Career Connections 

Staff

Name:  ________________
Time & frequency/when provided:  2-3 times, 3-4 hours each
	___  General education

____Special education

120  Community
per

__Day __ Week X_Month

	Type:  Development of work and other post-high school living objectives                                  Code:  Service with LRE minutes
Career Connections staff will support Ali to obtain a driver’s license.  This will include obtaining materials to study, studying, obtaining necessary identification documents, and transportation to the DOT.

	Beginning Date: 5/21/10
Provider(s):  Career Connections

Staff

Name:  _____________________ 
Time & frequency/when provided:  2 hours per week for  10 weeks
	____General education

____Special education

 75  Community
per

__Day __Week X Month

	Type:  Linkages/interagency responsibilities       Code:  Activity/ support
Ali’s application with Vocational Rehabilitation services will remain open, and IVRS staff will be included in his IEP meetings.   
	Beginning Date: 5/21/10

Provider(s):  Career Connections Staff
Name:  _____________________
Time & frequency/when provided:  Ongoing
	____General education

____Special education

____Community
per

__Day __ Week __Month

	Type:  Linkages/interagency responsibilities  Code:  Activity/ support
Career Connections staff will assist Ali in identifying and applying for training programs, classes, licensures, or services that will help him meet his career goal.  


	Beginning Date: 5/21/10
Provider(s):  Career Connections Staff
Name:  _____________________
Time & frequency/when provided:  Ongoing
	____General education

____Special education

____Community
per

__Day __Week __ Month

	Type:  Specially designed instruction            Code:  Service with LRE minutes
Career Connections staff will work one-to-one with Ali on and off job sites to develop job seeking skills (contacting prospective employers, completing applications, and interviewing), work skills (listening/ using feedback and independence), and social skills (asking for help and getting along with co-workers).  
	Beginning Date: 5/21/10
Provider(s):  Career Connections Staff
Name:  _____________________
Time & frequency/when provided:  2 hours per week ongoing; 4-5 hours per week for first 5 weeks of a new job
	____General education

____Special education

600  Community
per

__Day __Week X Month

	Type:  Supplementary aids and services        Code:  Service with LRE minutes
A Career Connections staff supported job coach from Goodwill will work with Ali on job sites to problem solve, self-advocate, and reinforce social and work skill development.


	Beginning Date: 5/21/10
Provider(s):  Career Connections Staff
Name:  _____________________
Time & frequency/when provided:  4 hours per week for first 8 weeks of a new job
	___  General education

____Special education

120  Community
per

__Day __Week X Month

	Type:  Supports for school personnel       Code:  Activity/ support
Career Connections staff will engage in joint planning with Ali’s job coach, his employer(s), and his special education teacher to support his involvement and progress in his work goals.  


	Beginning Date: 5/21/10
Provider(s):  Career Connections Staff
Name:  ____________________
Time & frequency/when provided:  3 hours per month
	___  General education

____Special education

____ Community
per

__Day __Week __ Month

	Support services:  _______
	Total minutes per month removed from general education:  0


LRE:  Removal from GE   0% plus  
 Time in GE  100% = 100%
GWAEA/Career Connections:  Feb 2011
