Indiana Department of Education

Submitting a Hearing Request Guide

The Office of Special Education, Dispute Resolution Team has created the I-CHAMP portal. This portal introduces a fast and easy
way to manage Complaints, Mediations, and Due Process Hearings involving your special education student

Document Purpose:

This Submitting a Hearing Request Guide is intended to
provide a quick help guide for users submitting a Hearing
Request through the I-CHAMP portal. The I-CHAMP portal
can be accessed at: https://ICHAMP.doe.in.gov

How Do | Submit a Request for a Due Process
Hearing in I-CHAMP?

Follow the steps below to submit a request for a Due Process
Hearing:
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1. Go to the I-CHAMP portal. EDUCATION
2. Click Sign-In button located at top-right of the screen Leaming for Evaryone
(see the Getting Started guide for registering a
username). e e R
3. Enter your Username.
4. Enter your Password. —— Mm" -
5. Click Sign In. The I-CHAMP homepage will open. e ) e e el
6. Click Get Started in the Hearing Pane. The Start a B o
Hearing Request page will open.
7. Click New Request. The Create New Hearing Request page will open. Click Create Request.
Start a Hearing Request Create New Hearing Request

Only Hearing Requests which have not yet been submitted to the Indiana Department of Education will appear
here.

To view ongoing Hearings please visit your Dashboard.

To view previously submitied Hearing Requests, click the 'My Previously Submitted Hearing Requests' link on this
page.

New Request

Student Last Name

Date Submitted
’

Request Status Student First Name

If you are going to be represented by an attorney or advocate, your attorney or advocate
must enter an appearance and send it to the Indiana Department of Education and the
Hearing Officer.

You must print and provide the Hearing Request to the opposing party. Once the Hearing
Request has been received by the opposing party, the Due Process timelines will begin.
You will be able to print this Hearing Request after submitting it to IDOE

Creaie Request

8.
Step 1: Identify School

Name of school where issue arose (Click the magnifying glass to search for a school) *

| Test High School

Did the violation cccur within two years of today's date?
O No ® Yes

If a translator is required, please specify the language:

Mo Translator Needed ¥

Provide the information requested in each step (#1-7) of the request workflow. Click Save and Continue to advance stages.

School

Step 1: Identi

Step 2: Student Information
Step 3: Requesting Pa
Step 4: Add Issues

t : i
Step 5: Upload Documents (optional
Step 6: Review Hearing Request
Final Step: Electronic Signature
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9. On Step 4: Add Issues, in order to add issues, click Add
Issue. The Create Issue Panel will open.

10. Select an Issue from the dropdown menu.

11. Enter specific facts relating to the issue. Briefly explain the
resolution you are seeking.

12. When finished, scroll to the bottom of the page and click
Submit.

13. You can add more than one issue to a Hearing Request by
repeating steps 9-12.

G create

You may save your issue by clicking on the Save button located at the bottom of this form. If you do not click the
Save button before navigating away from this page, or click the 'x'in the upper-right comer of this form, your
changes will be lost

Dispute Issue *

Appropriateness of the student's proposed or current level of special ¢ ¥

Please provide specific facts related to this issue.

This is an issue

Briefly explain the resolution you are seeking for this issue.

This is the resolution | am seeking

How Do | Add a Document to My Hearing Request?

1. On Step 5: Upload Documents, users can add a document by clicking Add Document.

.docx, xls, XIsx, or .rtf document of up fo 10 MB.

Document Name 4

Step 5: Upload Documents (optional

The submission at this time is only for documents related to the hearing request.
Additional pleadings may be submitted at a later date. You may submit a .pdf, .doc,

Add Document

Created On

2. Enter the Document Name (1), Document Description (2), add the document by choosing a file (3), and click Submit (4).

G Create

Document Name * 1

My Expenses

This is a list of expenses for which | nead to bs reimbursed|

3

Choose Files | Mo file chosen

4
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Description / 2

How Do | Submit My Hearing Request?

1. On Step 6: Review Hearing Request, confirm that the information you entered is correct. If changes are needed, use the
Back button at the bottom of the page. If no changes are needed, click the Save and Continue button.
2. On the Final Step, provide your electronic signature and click Submit to IDOE.

Hearing Request

Type your Signature * Datestamp

LW | Submit to IDOE.

Final Step: Electronic Signature

Electronic Signature Agreement. Your electronic signature is the legal equivalent
of your manual signature and is required to submit this hearing request.
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