
 

   

Intervention Plan Documentation 
Guidance 

 

Q: How should we document that an intervention plan was completed by, or when developed by 
a School Based Support Staff approved by, a certificated teacher.  

A: The clearest evidence that the plan was developed by a certificated teacher, or approved by 
the certificated teacher when developed by a School Based Support Staff for students with all 
online classes, is a signature. A signature may be captured in a physical or digital format on a 
paper-based document, in a learning management system, or other electronic system. The 
signature can be located on the actual intervention plan or in a documentation system.  

If your systems do not allow in any format for an actual signature, a teacher may document their 
completion of an intervention plan in a paper-based or digital documentation system along with 
their name, date, and any other relevant details.  

Q: How should we document participation of the student, and parent for students in grades K-8, 
in the development of an intervention plan required per WAC 392-550-025 (4)(b), “An 
intervention plan must be developed, documented, and implemented by a certificated teacher 
in conjunction with the student and, for students in grades K-8, the student's parent(s).” 

A: The intent of this rule is to get student and/or family input on appropriate interventions and 
the policy is the same regardless of course type or communication method. The clearest way to 
document participation is a signature, however there are a variety of ways to accomplish this 
goal and both the actual practice and the documentation system vary by program model and 
age level of the student.  Examples are included below based on common practices and student 
age. These are examples and this list is not exhaustive. If you are using another method and 
have questions about the practice, contact the Alternative Learning Department at 
ALDInfo@k12.wa.us.   

 K-8 Students 9-12 Students 

In-Person Physical or digital signature of parent, and 
student if developmentally appropriate. 

Physical or digital signature 
of student. 

Phone 
Make a note in a paper-based or electronic 
tracking system of the phone call with the 

parent. 

Make a note in a paper-
based or electronic tracking 

system of the phone call with 
the student. 

Email Retain an email record with the parent, and 
student if developmentally appropriate. 

Retain an email record with 
the student. 

https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fapps.leg.wa.gov%2FWAC%2Fdefault.aspx%3Fcite%3D392-550-025&data=04%7C01%7CAnissa.Sharratt%40k12.wa.us%7C11de0794b8c14a425d4708d8bd846dd2%7Cb2fe5ccf10a546feae45a0267412af7a%7C0%7C0%7C637467723766010214%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=zKlmQLLT%2B6L2Yusb%2FkO%2BlxOwvlonnByvMNO2PfmnprY%3D&reserved=0
mailto:ALDInfo@k12.wa.us


  

Learning 
Management 
System (LMS) 

Retain the actual conversation from an LMS 
communication system, or document via 

some other method the details of the 
exchange with the parent, and student if 

developmentally appropriate. 

Retain the actual 
conversation from an LMS 
communication system, or 
document via some other 
method the details of the 

exchange with the student. 

Synchronous 
Meeting 

Retain the participation record from the 
synchronous meeting in the electronic 
system or note in some other way the 

participation by the parent, and student if 
developmentally appropriate, at the virtual 

meeting. 

Retain the participation 
record from the synchronous 

meeting in the electronic 
system or note in some other 
way the participation by the 

student. 

Many programs alter practices based on an individual student’s needs or situation.  If a program 
is concerned about veering from a routine practice due to an individual student situation, 
document the reason and the details of the communication with the student and/or parent.  
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