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IEP Meeting Notes Template
This template follows the order of the standard IL IEP document. Taking notes aligned with the appropriate segment of the IEP is a great way to stay organized. Keep in mind:
· Meetings may not necessarily follow the order of the IEP document. If you are ever unsure which segment of the IEP the team is currently discussing, ASK! The school team is so familiar with the document set-up that they often don’t realize how quickly parents can get lost. 
· It’s OK if you don’t have any notes for a particular segment! 
· Segments with an asterisk (*) below may not be included in your student’s IEP if they are not relevant to your student’s needs.
· Some segments have multiple sub-segments, but only key sub-segments are included here. Tips and notes are included for key areas as well!
· For ultimate preparedness, fill in any notes or questions that come up as you prepare for the meeting and/or read through draft materials.
 Date and Time of Meeting:
Modality (virtual or in-person):
	IEP Segment Notes
	Questions & Follow-ups

	1. Identification Information
Note any changes
	

	

	

	2. Disability 
The student’s current “eligibility category”
	

	

	

	3. Purpose of the Conference 
Should match the “Notification of Conference” document you received prior to the meeting
	

	

	

	4. IEP Team 
Take note of who was present; if anyone was excused, write down the reason for excusal
	

	




	

	5. Procedural Safeguards 
The team records when the “Conference Notification” and “Explanation of Procedural Safeguards” were provided to you
	

	

	

	6. Language
Documents the language(s) spoken by the student, mode of communication (oral, sign language, AAC, etc.), language(s) spoken at home, whether an interpreter is needed for parent communication, and the primary mode of communication of the parent.
	

	


	

	7. General Considerations
	

	· Student’s strengths:


	

	· Academic, Developmental, and Functional Needs:
· Academic Needs:
· Developmental/functional Needs:
· Communication needs:
	

	· 
	· Academic Needs:
· Developmental/functional:
· Communication needs:

	· Relevant Transition Information:
This refers to transitions within the classroom (between activities) and physical transitions around the classroom and school building.

	

	· Language and Cultural Considerations:

	

	· Parents’ Concerns:
In this segment, make sure to write down each concern you communicate to the team, what the team’s response to your concern was (Is an action being taken? What action? Or did the school disagree/refuse to take action? If so, why?)




	

	8. Transition Services
This segment is for high-school/post high-school transition planning. It is not required to be completed until a student is 14 ½ -years-old. 
	

	



	

	9. Areas of Need
	

	This is where the IEP indicates the areas in which the student requires IEP Goals and/or Accommodations & Modifications





	

	10a. Accommodations and Modifications: Special Factors
	

	This is where the team identifies if the student needs special accommodations due to being blind/visually impaired, deaf or hard of hearing, an English language learner, requiring Alternative/Augmentative Communication or Assistive Technology, needing behavior support, or needing paraprofessional support.





	

	10b. Accommodations and Modifications: General
In this segment, the team describes what specific accommodations and/or modifications the student needs in each subject area/ area of the school day.
	

	






	

	10c. Accommodations and Modifications: Assessments
	

	
· Classroom Assessments:
· District Assessments:
· State Assessments:



	· Classroom Assessments:
· District Assessments:
· State Assessments:


	11. Specialized Instruction
	

	Goal 1:



	

	Goal 2:




	

	Goal 3:




	

	Goal 4:




	

	Goal 5:




	

	Goal 6:




	

	Extra space for additional goals or notes:




	

	12. Justification of Placement in Least Restrictive Environment (LRE)
	

	Note: This segment contains the “Service Delivery Grid” which details how much (how many “minutes”) Special Education support (instruction from Sped Teacher and Related Services, like OT/Speech) the student receives and where it’s delivered (in Gen Ed class (“Push in”) or in Separate Class (“Pull out”). 






	

	13. Curriculum, Grades, Promotion, and Graduation
	

	







	

	14. Extended School Year Services (ESY)
Whether the student is eligible for ESY. If so, what goal areas does the student require ESY services for?
	

	




	

	15. Transportation
Whether the student requires specialized transportation.
	

	




	

	Conference Recommendations
	

	





	

	*Student Independence Paraprofessional Plan
	

	




	

	*Chicago Public Schools Remote Learning Plan for IEP
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