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EP BINDER -

ORGANIZATION GUIDE

Turn that overwhelming pile of papers into a powerful advocacy tool



Think of this binder as your child's
educational story in one place. When you
walk into that IEP meeting with everything
organized, you'll feel more confident, find
information quickly, and show the team that
you're serious about your child's education.

Plus, you won't be frantically searching
through emails at 41 PM trying to find that
evaluation from last year!




Getting Started:
What You'll Need

Bagic Supplies (Keep It Simple!)

o One 2-3 inch three-ring binder (bigger is better - you'll fill it up!)

o 3-10 tab dividers with labels you can write on

o Three-hole punch or ask your local office store to punch documents for you

o Sheet protectors for really important documents

e Zippered pouch that fits in the binder for business cards and loose papers

e Sticky notes for flagging important sections ¥.
Pro Parent Tip: Chooge a binder color that makes you happy - you'll be looking at it a lot! Some
parents pick their child's favorite color for extra motivation.




1.At-a-Glance Information
9.Current IEP/Legal Documents
3.Evaluations/Assessments

I} Medical/Health Information
5.8chool Communication Log
6.Work Samples and Data
7.6Goals and Progress Tracking
8.Resources and Research
9.Meeting Prep and Notes

10.Advocacy Tools and Templates
11.Backup and Maintainence
12.Binder Etiquette

13. Troubleshooting
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WHAT GOES HERE: ’ /

EMERGENCY CONTACT SHEET WITH ALL KEY PHONE NUMBERS ANV‘
EMAILS

CURRENT IEP TEAM MEMBER LIST WITH CONTACT INFORMATION

ONE-PAGE SNAPSHOT OF YOUR CHILD'S CURRENT SERVICES AND
ACCOMMODATIONS

SCHOOL CALENDAR WITH IMPORTANT IEP DATES HIGHLIGHTED
YOUR CHILD'S DAILY SCHEDULE

LIST OF MEDICATIONS AND DOSAGES (IF RELEVANT)
PARENT HACK: LAMINATE OR PUT IN SHEET PROTECTORS THE

THINGS YOU REFERENCE CONSTANTLY - THEY'LL LAST LONGER
AND LOOK MORE PROFESSIONAL.
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WHAT GOES HERE: l |
e MOST RECENT SIGNED IEP (PUT THIS FIRST - IT'S YO /

ROADMAP!
) /'

e PREVIOUS YEAR'S IEP FOR COMPARISON

e ANY IEP AMENDMENTS OR CHANGES MADE DURING THE
YEAR

e PRIOR WRITTEN NOTICES FROM THE SCHOOL

YOUR SIGNED CONSENT FORMS

e ANY FORMAL LETTERS YOU'VE WRITTEN TO THE SCHOOL
ORGANIZATION TIP: USE DIFFERENT COLORED PAPER OR
HIGHLIGHTERS FOR DIFFERENT SCHOOL YEARS - IT MAKES
FINDING THINGS SO MUCH EASIER!
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ORGANIZE BY DATE (MOST RECENT FIRST):

 SCHOOL EVALUATIONS (PSYCHOLOGICAL, EDUCATIONAL,
SPEECH, OT, ETC.)

PRIVATE EVALUATIONS FROM DOCTORS, THERAPISTS, OR
SPECIALISTS

ASSESSMENT REPORTS FROM CLASSROOM OBSERVATIONS

STANDARDIZED TEST RESULTS

PROGRESS MONITORING DATA

MAKE IT WORK FOR YOU: PUT A STICKY NOTE ON EACH
EVALUATION WITH THE DATE AND A ONE-SENTENCE
SUMMARY LIKE "SHOWS READING DIFFICULTIES -
RECOMMENDED DAILY SUPPORT."
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WHAT GOES HERE:
e DIAGNOSIS LETTERS OR REPORTS FROM DOCTORS

MEDICATION LISTS AND ANY SIDE EFFECTS THAT AFFECT
SCHOOL

VISION AND HEARING TEST RESULTS

ANY THERAPY REPORTS (PHYSICAL, OCCUPATIONAL, SPEECH)

HOSPITAL RECORDS OR MAJOR MEDICAL EVENTS

504 PLAN IF YOUR CHILD HAS ONE

PRIVACY NOTE: KEEP MEDICAL INFORMATION CONFIDENTIAL
BUT ACCESSIBLE - THE SCHOOL NEEDS TO UNDERSTAND HOW
HEALTH IMPACTS LEARNING.
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TRACK EVERYTHING: ’ |
e EMAIL PRINTOUTS ORGANIZED BY DATE /
e

NOTES FROM PHONE CALLS (DATE, WHO YOU TALKED TO,
WHAT WAS DISCUSSED)

MEETING NOTES FROM INFORMAL CHATS WITH TEACHERS

BEHAVIOR REPORTS OR INCIDENT REPORTS

REPORT CARDS AND PROGRESS REPORTS

COMMUNICATION HACK: AFTER EVERY PHONE CALL, SEND A
FOLLOW-UP EMAIL SAYING "THANKS FOR TALKING WITH ME
TODAY. JUST TO CONFIRM, WE DISCUSSED..." THIS CREATES A
WRITTEN RECORD.




COLLECT EXAMPLES: ’ |
« HOMEWORK SAMPLES SHOWING STRUGGLES OR /
SUCCESSES _~

CLASSROOM WORK THAT DEMONSTRATES YOUR CHILD'S
ABILITIES

PHOTOS OF PROJECTS OR ACCOMMODATIONS IN USE

DATA CHARTS TRACKING BEHAVIOR OR ACADEMIC
PROGRESS

WRITING SAMPLES OVER TIME TO SHOW GROWTH

SMART STRATEGY: DATE EVERYTHING AND ADD A QUICK
NOTE ABOUT CONTEXT - "THIS MATH HOMEWORK TOOK 2
HOURS WITH LOTS OF FRUSTRATION" TELLS A STORY.
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STAY ORGANIZED:

CURRENT IEP GOALS BROKEN DOWN BY SUBJECT AREA

PROGRESS REPORTS FROM TEACHERS

DATA COLLECTION SHEETS

YOUR OWN OBSERVATIONS OF PROGRESS AT HOME

GOAL IDEAS FOR THE NEXT IEP MEETING

PARENT POWER MOVE: CREATE A SIMPLE CHART TRACKING
EACH GOAL - IS YOUR CHILD MAKING PROGRESS? THIS HELPS
YOU ASK SPECIFIC QUESTIONS IN MEETINGS.




BUILD YOUR LIBRARY:

e INFORMATION ABOUT YOUR CHILD'S DISABILITY OR
LEARNING DIFFERENCES

RESEARCH ON EFFECTIVE INTERVENTIONS OR TEACHING
STRATEGIES

YOUR STATE'S SPECIAL EDUCATION HANDBOOK (DOWNLOAD
FROM YOUR STATE'S EDUCATION WEBSITE)

PRINTOUTS OF HELPFUL WEBSITES OR ARTICLES

CONTACT INFORMATION FOR PARENT ORGANIZATIONS OR
SUPPORT GROUPS

LEARNING TIP: YOU DON'T NEED TO BECOME AN EXPERT
OVERNIGHT, BUT UNDERSTANDING YOUR CHILD'S NEEDS HELPS

JYOU ADVOCATE MORE EFFECTIVELY, )




BEFORE EACH MEETING:
e« COMPLETED GOAL WORKSHEETS WITH YOUR PRIORITIES

e QUESTIONS YOU WANT TO ASK

e« CONCERNS YOU WANT TO ADDRESS

e DRAFT GOALS YOU'D LIKE TO SEE

AFTER EACH MEETING:
e« MEETING NOTES YOU TOOK DURING THE DISCUSSION

e COPIES OF ANY DOCUMENTS SHARED DURING THE
MEETING

e ACTION ITEMS AND WHO'S RESPONSIBLE FOR WHAT

e« FOLLOW-UP QUESTIONS THAT CAME UP AFTER YOU LEFT




KEEP HANDY: ’ /

« SAMPLE LETTER TEMPLATES FOR COMMON ]
SITUATIONS

e YOUR STATE'S SPECIAL EDUCATION COMPLAINT
PROCESS

e LIST OF YOUR PARENTAL RIGHTS UNDER IDEA

e« CONTACT INFORMATION FOR EDUCATIONAL
ADVOCATES OR ATTORNEYS

« TIMELINE TEMPLATES FOR TRACKING SERVICES OR
COMPLAINTS
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-~ BACKUP AND MAINTAINEN

Digital Backup Strategy  Monthly Binder Check-Up

Because life happens to (15 minutes) After Each IEP Meeting
binders too . Add all.new documents
o Add any new documents immediately while they're
Protect Your Hard Work: to the right sections fresh
e Scan important ’ Upda’?e your goals
documents and save to * Remove outdated EPEELIg) SRY e :
cloud Storage information that's no ° NOte any fOllOW—up items
e Take photos of longer relevant with due dates
handwritten notes with e Celebrate what went well!
your phone e Update your at-a-glance
e Email yourself copies of contact sheet if needed Before Each School Year
key documents . e Move last year's I[EP to
e Create a simple digital e Flag anything you need to the "previous" section
folder system that follow up on e Update contact
mirrors your binder information for new
sections teachers
e Review and organize work
Tech Tip: Many phones can samples from the past
scan documents directly to year
PDF use this for quick e Set up new tracking

‘"kurs of new papers. sheets for goals




™ ' BINDER ETTIQUETTE IN

N /
/

' Do Bring Your Binder When:

|
\
\ e Attending I[EP meetings
\

!« Meeting with teachers or

/ administrators Quick Access Tips:
/
7 : : e Use sticky tabs to mark sections you'll reference most
.- e Advocating for services or / y
accommodations e Highlight key information in reports before meetings
e Consulting with outside e Bring a small notebook for additional notes during meetings
professionals

e Don't be afraid to reference your binder - it shows you're
prepared and engaged
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TROUBLESHOOTING TIPS ™E5&
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=
"My binder is getting too "I can't keep up with all the "The school seems annoyed
fulll® paperwork!" when I bring my binder."
e Move older documents to a e Set aside 15 minutes weekly e Your organization shows
separate "archive" binder for binder maintenance you care about your child's
education
e Scan and store digitally, e Ask your family to help
keep only essential hard with hole-punching and e Keep your tone
copies filing collaborative: "I brought
some information that
e Focus on the current school e Don't aim for perfection - might be helpful"
year plus one year back organized is better than
perfect e Remember: being prepared

is your right and
responsibility as a parent
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FINAL ENCOURAGEMENT

Your binder represents something powerful - your love for your child and your commitment to their success.
Some days it might feel like just a bunch of paperwork, but you're creating a comprehensive picture of your child
that will help everyone understand their needs better.

Every document tells part of your child's story. Every goal tracked shows your dedication. Every meeting note
proves you're fighting for what they deserve.

You're not just organizing papers - you're building a foundation for your child's future success.
Take it one section at a time, celebrate small victories, and remember that even the most organized parent
started with a messy pile of papers just like yours.

You've got this, and your child is lucky to have someone who cares enough to get this organized on their behalf.

Happy organizing! Your future self (and your child) will thank you.

Www.iephtx.com



