
Early Intervention Prior Written Notice (PWN) to Start or Revise an IFSP in SpEd Forms 
 

A Prior Written Notice needs to be created anytime you create or change an IFSP.   
 

Log into SpEd Forms and navigate to your Sped dashboard if you are 
not already there. 
 
Students in gray are kids that you have been assigned as the case 
manager.  Students in white are students that you have edit rights to, 
but not case manager rights.  In the end, the only additional right you 
get as a case manager is the ability to assign other staff as editors.  
You could still do all of this work if you were just an editor. 
 
Case management typically is assigned by a lead teacher in most 
situations and programs.  In EIP, case management is assigned by a 
secretary. 
 
Click on the name of the student you’d like to work on. 

 

After selecting the student, you will select Early Intervention Prior 
Written Notice (PWN) to Start or Revise an IFSP.  This document is 
located within the SERVICE PLAN folder, so you may need to click on 
that folder to open it up to find the document. 
 
If you don’t see SERVICE PLAN or Early Intervention Prior Written 
Notice (PWN) you may need to change to drop down in the top right 
corner so that it says IFSP. 
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At the top of the page, enter the Date Sent: (the date you will be 
sending this out) 

 

Use the text fields to answer each of the 2 questions.   
 
You can use the drop downs to quickly fill in information.  Make sure 
that you read through the things you add as drop downs because you 
may need to add additional information.   
 
UPDATE:  DROP DOWN UPDATED TO FURTHER EXPLAIN 
CONSULTATIVE SERVICES 
 
 
If you want to make the text boxes larger so you can see more of what 
you are writing, you can use your mouse to grab the bottom right corner 
of the text box and make it bigger.  (or smaller)  

 

Scroll down through the form until you find the space to enter your 
name and information.  If you have added yourself to your Personal 
Team List, you can click on the icon of a person and very quickly add 
your information. (highly recommended) 
 
You should have offered the parents a copy of the Procedural 
Safeguards at the meeting.  If you did, check that box and type in your 
initials and the date of the meeting. 
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Scroll down to the bottom of the page and fill in the information for who 
the form needs to be returned to.  If you have added yourself as a Team 
Member, (under Educator Setup), then you can click on the picture of 
the person to pull up a list of staff it can be returned to and select 
yourself.  If there is information missing when you select yourself from 
that list, you can update that. (under Educator Setup -> Profile) 
 
 

 

Once you have filled in the required information, click on Save. 
Then click on the back arrow at the top 

 

Then you need to finalize 
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Click on Proposal/Draft & check Include Page numbers  
Click Finalize 

 

Then Click on Go to history to check 

 

Go Back to SpEd Forms under the PWN Part C 
Click on the PWN you want to print 
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Click Print 

 

You then can either print to send home or download and email 

 

 
If you receive a signed copy back, please write in the Date Received on 
the form and upload it to the student’s history using the document type 
“Prior Written Notice (PWN)”  Whether or not you receive a signed copy 
back, you need to make sure to put a paper copy (signed preferred) in 
the student’s cumulative file. 

 

  

 
FAQ (NONE YET!) 
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