How to Complete an Excusal Form

Step 1: Open the current invitation

Invitation to Participate Edit/Finalize Work in Progress Invitation to Participate Dated 7/17/2019

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

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

IEP Team Meeting - Invited IEP Team Members

As the parent, you are a member of your child’s IEP team, and we, the Local Education Agency (LEA) want you to attend the IEP meeting. Listed below are the other team members we are inviting:
Add Team Member Add Team Member from Signature Bank

O School Principal LEA Representative A’
O Skippy Pan Father ’(
O PB. Smith Regular Education Teacher ’(
O S. Jones Special Education Teacher ’(
O Donna Redriguez SPEECH LANGUAGE PATHOLOGIST W A’

Remove Selected Signatures

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

Edit Team Member

Name: |P. Smith

Position: |Regular Education Teach -~

[ attendee Excused:
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Save Changes Cancel
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Step 5: Pick one of the options listed under Attendee Excused



Edit Team Member

Name: |P. Smith

Position: |Regular Education Teach

[ Attendee Excused:

Pick 1 by
clicking
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Member A
Save Changes Cancel
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Step 6: Enter the Attendee's Area of Expertise

Edit Team Member

Name: |P. Smith

Position: |Regular Education Teach

[ Attendee Excused:

ney (LEA) war| mbers we a
Member A
Save Changes Cancel
!
(ESNER

Step 7: Click Save Changes

Step 8: Generate an invitation. The excusal form will be after the invitation.

Generate Draft m Save and Retumn Cancel And Return



Step 9: Click save before exiting the page.

1EP Team Meeting - Invited IEP Team Members
As the parent, you are a member of your child's IEP team, and we, the Local Education Agency (LEA) want you to attend the IEP meeting. Listed below are the other team members we are inviting:
Add Team Member | | Add Team Member from Signature Bank

u Name Title Reorder Remove
O Debra Yanuzzi Special Education Director 2"
O School Principal LEA Representative f\
O Skippy Pan Father K
. Smil egular Education Teacher
P. Smith Regular Education Teach x

Remove Selected Signatures

Previous Letters:

[No previous letters available
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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.

TIEP TEAM/SIGNATURES

Add Team Member Add Team Member from Signature Bank Import Signatures from Invitation Letter

| Name Title Reorder

] Skippy Pan Father

n School Principal LEA Representative

] P. Smith Regular Education Teacher

O S. Jones Special Education Teacher

O Donna Rodriguez SPEECH LANGUAGE PATHOLOGIST

Remove Selected Signatures

Written input received from the following members:

P. Smith (Regular Education Teacher)




