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1. Introduction 

 

The Office of Special Education, Due Process Team has created the I CHAMP portal. This portal 

introduces a fast and easy way to manage Complaints, Mediations, and Due Process Hearings. 

1.1. Document Purpose 

This Submitting a Complaint, Hearing and Mediation Request Guide is intended to provide a quick help 

guide for users requesting a Complaint, Hearing or Mediation Request through the I-CHAMP portal.  

 



Indiana Department of Education Submitting a Complaint, Hearing and Mediation Request Guide 

 

 Revision date: 5/31/2017 Page 4 of 24 Version 1.0 
 
 

2. Complaints 

2.1. How Do I Submit a Complaint Request? 

Follow the steps below to submit a request for Complaint: 

1. Go to the I-CHAMP portal. 

2. Click Sign-In button located at top-right of the screen (see the Getting Started guide for 

registering a username). 

3. Enter your username. 

4. Enter your password. 

5. Click Sign In. The I-CHAMP homepage will open. 

 

6. The My Complaints Requests page will appear on your screen. Click New Request (button). 
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2.1.1. Fill Out the Create Complaint Request Form 

1. Click the Magnifying Glass located at the far-right side of the first blank field to select your 

child’s school. 

 

 

2. The Lookup Records Panel will appear on your screen. 
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2.1.2. Lookup the Child’s School 

Using the Lookup Records Panel, perform the following steps: 

1. Click inside the blank field, then type the name of the school where the violation occurred. 

2. Click Magnifying Glass. 

3. Select the child’s school from the list (scroll up or down until you see it). 

4. Click Select. The school’s name will appear within the Complaint Request Form. 

 

 

 

2.1.3. Enter or Select the Date of Violation 

You may directly enter the date of the violation or select it by performing the following steps: 

1. Click the Calendar icon. 

2. Click the date of the violation on the mini-calendar. 

The date will appear within the date of violation field. 

2.1.4. Answer Two Questions 

Select the answer to the following two questions: 

1. Does this complaint involve more than one student? (No or Yes) 

2. Are you the child’s parent? (No or Yes) 

 
3 
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2.1.5. Provide the Student Information 

Fill out the rest of the Complaint Request form with the Student’s information, including: 

1. Student first name 

2. Student middle name 

3. Student last name 

4. School student attends 

5. Student grade level 

6. Student date of birth 

7. Primary student disability  

8. Secondary student disability 

9. The last question asks whether the student and parent share the same address. Click No or Yes 

Your form should look similar to the one pictured below. 

 

10. Click Save. Your Complaint Request is saved.  
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2.2. How Do I View or Edit Requests for Complaints?  

The Edit Request for Complaint Panel will appear on screen. This panel gives you an opportunity to add 

important information to your complaint request.  

1. Click the blue Add Issue button to add additional information to your Complaint Request. (This 

is your best opportunity to provide the information that will help others understand the 

circumstances behind your Complaint Request.) Or click the red Submit Request to IDOE button 

if you do not wish to add any more issues (to add more issues see Step 2 below). 

 

Upon clicking the Add Issue button, the Add Issue Panel will open. It contains three sections: 

2. Statement of Violation: This is where you explain the violation (what happened or didn’t 

happen to your child). 

3. Facts Related to the Violation: This is where you can provide facts or evidence that support 

your complaint. 

4. Proposed Resolution: This is where you can suggest how your complaint can best be resolved 

(how to make things right). 
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2.2.1. Review, Edit, Add Issue, or Submit Your Complaint Request 

When the Edit Request for Complaint Panel appears on your screen, you will be able to see the 

information you provided in the “Add Issue Panel.”  You are also presented with 4 additional buttons: 

1. Review Request (if needed): Gives you one last opportunity to review your responses in the 

Add Issue Panel. 

2. Dropdown Arrow: Allow you access to the Edit Issue button and make changes to your 

responses. Click the Dropdown Arrow, then click Edit Issue. 

3. Add Issue: Gives you an opportunity to add additional issues to the Add Issue Panel. 

4. Submit Request to IDOE: Submits your Complaint Request to IDOE. 

 

 

5. Click Submit Request to IDOE when you’re satisfied with your response and have nothing 

else to add. 

6. The Last Chance Warning will appear to tell you that once you submit your Complaint 

Request, you will not be able to make any further changes to it. 

7. Click Proceed. 
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The My Complaint Requests Page will appear on your screen as shown below. This page displays 

pending complaints only. Since you submitted your Complaint Request, there will be no items to display 

on this page.  However, you can do either of the following: 

1. Click New Request to create a new Complaint Request. 

2. Click My Previously Submitted Complaint Requests to view Complaint Requests you have 

already submitted. 

 

3. Click My Previously Submitted Complaint Requests. The page below will appear. 

 

4. Click the blue date link to open the associated Complaint Request.   

  

Southport Elementary School 
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5. The Request Details Page will open, which contains all the information on your previously 

submitted Complaint Request. 
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2.2.2. How to View Your Complaints 

You can view previously submitted complaints by performing the steps below: 

1. Click Sign-In Navigator. 

2. Login:  

a. Enter your username 

b. Enter your password 

c. Click Sign-In 

3. Click Sign-In Navigator dropdown arrow. 

4. Click Parent Dashboard. 

5. Click My Complaint Requests (See below). 

 

6. Click My Previously Submitted Complaint Requests (See below).
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7. The My Previously Submitted Complaints Requests page will appear on your screen. 

 

8. Click the blue hyperlink (as shown above) to open the corresponding record. 

9. The Request Details page will appear on screen. 

Southport Elementary School 
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3. Hearings 

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

Follow the steps below to submit a request for a Due Process Hearing: 

7. Go to the I-CHAMP portal. 

8. Click Sign-In button located at top-right of the screen. 

9. Enter your username. 

10. Enter your password. 

11. Click Sign In. The I-CHAMP homepage will open. 

 
 

12. Click Get Started in the Hearing Pane. The My Hearing Requests page will open. 
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Click New Request. The Create Hearing Request page will open. 

 

13. Provide the information requested by each section of the Create Hearing Request form. 
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14. Click Save. The Edit Request Hearing page will appear. 

 

15. Click Add to enter an issue. The Create Issue Panel will open. 

 

 
 

16. Select an Issue from the dropdown menu. 

17. Enter specific facts relating to the issue. 

18. Briefly explain the resolution you are seeking. 

19. When finished, scroll to the bottom of the page. 

20. Click SAVE. 
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You can add more than one issue to a Hearing Request by repeating the steps outlined in Steps 9 

through 15.  
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3.2. How Do I Add a Document to My Hearing Request? 

1. On the Edit Hearing Request page, users can add a document by selecting Add. 

 

2. Enter the Document Name (1), document description (2), add the document by Browsing, and 

click Submit (4). 
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3.3. How do I submit My Hearing Request?  

When the updated Edit Request Hearing Page reloads, you will be able to see the information you 

provided in the Add Issue Panel.  You are also presented with 4 additional buttons: 

1. Review Request (if needed): Gives you one last opportunity to review your responses in the 

Add Issue Panel. 

2. Dropdown Arrow: Allow you access to the Edit Issue button and make changes to your 

responses. Click the Dropdown Arrow, then click Edit Issue. 

3. Add Issue: Gives you an opportunity to add additional issues to the Add Issue Panel. 

4. Submit Request to IDOE: Submits your Complaint Request to IDOE. 

Click Submit Request to IDOE when you’re satisfied with your response and have nothing else to add. 

A notification will appear to tell you that once you submit your Hearing Request, you will not be able to 

make any further changes to it. 

 

5. Click Proceed. 
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4. Mediations 

4.1. How Do I Submit a Mediation Request? 

Follow the steps below to submit a request for Mediation: 

1. Go to the I-CHAMP portal. 

2. Click Sign-In button located at top-right of the screen. 

3. Enter your username. 

4. Enter your password. 

5. Click Sign In. The I-CHAMP homepage will open. 

6. Click Get Started in the Mediation pane (See below). 
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7. Click New Request on the My Mediation Requests page.  

 

8. The Request Mediation page will open. 

9. Provide the information requested by each section of the request form. 
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10. Click Save. The Edit Request for Mediation page will appear. 

 

11. Click Add Issue (if you want to add another issue to the Mediation Request). 

12. Click Submit Request to IDOE when you are satisfied with your Mediation Request. 
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4.2. Approving Requests for Mediation 

Both parents and schools are able to submit requests for Mediation. Since Mediation is a voluntary 

process, it requires agreement from both parties. This means that Mediation Requests submitted by the 

school require the approval of a parent, and vice versa. If there is a Mediation Request that requires 

your approval, you will receive an email notification from I-CHAMP. To respond to the request, 

navigate to your applicable Dashboard, and click on the Requests to Mediate – Response Required 

button.  

 

 

On the Requests to Mediate – Response Required screen, you will see the request and the date it was 

submitted. Click on the data submitted to navigate to the details of the Mediation Request.  
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This will open the Mediation Request Agreement form. From this form, you will see all of the details 

associated with the Mediation Request. 

 

To respond to the request, scroll to the Agreement section at the bottom of the page. Use the drop 

down to Agree or Disagree in participating in the Mediation and click the Save button. If you agree to 

participate in the Mediation, a Mediator will reach out regarding next steps in the Mediation process.  

 

 


