Note: Use these points to prepare for and open up the conversation between the entire team before,
during and after the IEP meeting. Remember, you don’t have to accomplish everything in one stressful
meeting. You can work together and discuss these details ongoing... as a team.

IEP Checklist of points to consider, discuss and follow up for an IEP meeting Y [N

Does any further testing or data collection need to happen before the IEP meeting to make
sure we can make smart decisions?

Is everybody ready to report on the child’s present levels of performance, in their area of
expertise, including the parent?

Has an IEP meeting been scheduled for a date and time that everyone is available, including a
support person for the parent, if needed?

Has the parent been notified 3 times of the meeting? (In case they don’t attend)

Does the PLOP have all areas covered with STRENGTHS and weaknesses? A child’s
character traits (he is nice, polite, etc) are not academic strengths.

Do the goals line up with the PLOP? No info in PLOP, no goal.

Are the goals relevant to today’s world? Can you give 2 daily examples of using this skill as an
adult?

Have draft updates, goals and reports been shared between ALL (including the parent) team
members so nobody is shocked or surprised at the meeting?

Has data been gathered and organized in a clear manner?

Has assistive technology or standard technology been discussed?

Has ESY been discussed and a statement or plan been written in the IEP?

Have you clarified each accommodation with who, where, how, when? (ex. How much
extended time--class period, end of day, next day, next week? Where will the preferential
seating happen--front, back, all subjects, etc?)

Has a communication plan between the school and parent been discussed and put into place if
needed?

Has the child participated in the IEP process to the best of their ability, including choosing their
rewards/motivators?

What are the parent concerns and have they been properly noted?

Are all acronyms, names of assessments, and shorthand removed or clarified so the parent
knows the same information as the rest of the team?

Could a stranger read this IEP and understand what the child’s present levels are, the child’s
strengths and weaknesses, goals/objectives and how they will be monitored and reported to
parents, the parents' concerns, and what the team is thinking as far as accommodations and
modifications and how they will be implemented, and any behavior concerns and how they will
be addressed?

IMPORTANT: This list is NOT all inclusive of what needs to be discussed for a full IEP meeting. It is focused on talking points that
are often forgotten about when going through a formal IEP meeting. When these topics are brought into the open for discussion
between team members, everyone can be ready for a positive IEP meeting experience!
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Virtual Meeting checkpoints

Check
when
completed

All documentation is available day of or ahead of time to all team members,
including the parent.

Email sent to parent/guardian explaining how to log in, how to use mute on both
camera and audio

Alternative to video meeting discussed

If recording, all parties are made aware when recording begins and whether the
recording is audio only or audio and video

Backup plans discussed with parent and team prior to meeting

Devices checked to ensure best quality

Audio checked with all others in the room to avoid feedback

Person in charge understands how to mute and unmute all participants at once
and individually

If teachers are participating from home is their background appropriate, have
they removed any personal information from view they don’t want shared and
have they been reminded this is a confidential meeting?

Make sure when discussion is happening all microphones are unmuted. (It
appears as though side discussions are happening and sets a bad tone when
not everyone is heard.)

If connectivity is lost and cannot be reinstated for a team member, an excusal
form needs to be included.

An excusal form is completed if someone left early or could not attend.

Completed IEP is sent to parents within one week of the Virtual IEP meeting
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