Copying an IEP from One Grade Level to the Next Grade Level

In order to copy an existing IEP to the next grade level, certain conditions must be met: 1) The IEP must not
have an End Date; 2) and the Grade Level you are copying from must not have an End Date. Therefore, if you
are putting an IEP in for the prior year you will have to delete the current year and then follow the below steps.

To copy an IEP that was started in 04/23/2010 when the child was in the 3 grade into the minor’s 4™ grade
educational record. Here is what the Grade Level Information page looks like before | begin the process of

copying the IEP:
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Step 1: Create a new row in the Grade Level Information grid by clicking on the *+’ si

Step 2: Select ‘4’ from the Grade dropdown.

Step 3: Input the 4™ Grade Start Date (in this example,
we will use a Start Date of 09/01/2010).
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Note that there are no Education Records in this newly created 4" grade.

Step 4: Press the Tab button after entering the Start Date and you will be presented with the following
question:
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. An active IEP record exists for the current grade. Do you want to copy the remainder of the IEP ko this new grade you're creating?

Step 5: Click on “Yes’ and you will see that the IEP Education Record is copied to the 4™ grade:
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Note that the Start Date field for the IEP is no longer 05/19/2009. It changes to 09/01/2010 because the Start
Date of any Education Record in a particular Grade Level cannot be earlier than the Start Date for that Grade
Level. That is one reason why it is so crucial to type the important IEP information in the Education Record
Comments field as that information copies over from the IEP that started in the 3" grade. Also note that the End
Date field for the IEP is no longer blank. It populates with a date (04/23/2011) that is one year after the original
Start Date of the IEP that started in the 3 grade. If this date is not correct, you can either edit or remove it.



