IEP and 504 Documentation, Data Collection,
and Presentation Tools for Parent Advocates

Essential Documentation Overview

Why Documentation Matters

Legal Protection: Creates paper trail for due process or complaints
Progress Monitoring: Tracks whether services are effective
Accountability: Holds schools responsible for implementation
Advocacy Power: Provides concrete evidence for meetings
Pattern Recognition: Identifies systemic issues over time

Documentation Principles

Contemporaneous: Document events as they happen
Objective: Focus on facts, not emotions or interpretations
Specific: Include dates, times, names, and exact circumstances
Comprehensive: Capture both positive and negative interactions
Organized: Maintain systematic filing for easy retrieval

IEP Documentation Requirements

Core IEP Documents to Maintain

Current IEP and all amendments

Previous IEPs (maintain 3-5 years minimum)
Initial evaluation reports

All reevaluation reports

Progress reports and data

Meeting notices and invitations

Prior written notices

Consent forms




504 Plan Documentation Requirements

Essential 504 Documents

Current 504 Plan

504 evaluation/assessment data

Medical documentation

Accommodation implementation records
Progress monitoring data

Review meeting minutes

Grievance or complaint records

Data Collection Systems

Academic Performance Data

What to Collect:

Report cards and progress reports
Standardized test scores

Classroom assessments and quizzes
Work samples with dates

Teacher feedback forms
Homework completion rates

Behavioral Data Collection

What to Track:

Incident reports

Behavior intervention data
Suspension/discipline records
Positive behavior recognition
Crisis intervention logs

Peer interaction observations

Communication and Social Skills Data

Areas to Document:

Speech therapy progress
Social interaction observations
Communication attempts



e Assistive technology usage
e Language development milestones

Presentation Tools and Formats

Data Visualization Techniques

1. Progress Graphs

Create visual graphs showing:
- Academic growth over time
- Behavior frequency changes
- Goal achievement progress
- Service delivery consistency

2. Comparison Charts

Show differences between:

- Performance with/without accommodations
- Different settings or teachers

- Before/after intervention implementation

- [EP goals vs. actual performance

3. Timeline Documents
Chronological presentation of:

- Service delivery gaps

- Behavioral incidents

- Communication attempts

- Meeting requests and responses

Meeting Presentation Template
Parent Presentation for IEP/504 Meeting

OPENING STATEMENT:
"Thank you for meeting today. I've prepared some data about [Child's Name]'s progress and needs that I'd
like to share to help inform our decisions."

SECTION 1: CURRENT PERFORMANCE DATA
"Here's what the data shows about [Name]'s current performance..."
[Present graphs, charts, work samples]

SECTION 2: AREAS OF CONCERN
"Based on this data, I have specific concerns about..."
[Present evidence of gaps or regression]|



SECTION 3: PROPOSED SOLUTIONS
"I'd like to discuss these potential solutions..."
[Present research-based interventions or accommodations]

SECTION 4: QUESTIONS FOR THE TEAM
"I have these questions for the team..."
[Prepared list of specific questions]

CLOSING:
"I look forward to working together to address these areas and help [Name] succeed."




Digital Tools and Apps

Recommended Documentation Apps

Look for apps or programs that meet the following needs

1. IEP Goal Tracker Apps
2. Data Collection Apps
3. Communication Documentation

4. File Organization Tools

DIY Digital Systems

Spreadsheet Templates

MASTER TRACKING SPREADSHEET TABS:
1. Contact Information
2. Meeting Log

3. Service Delivery Tracking
4. Academic Progress
5. Behavior Data

6. Communication Log
7. Document Inventory
8. Action Items

9. Timeline

10. Advocacy Checklist

Cloud Storage Organization

FOLDER STRUCTURE:

[Child's Name] Special Education
01 Current IEP-504
—— © 02_Evaluations
—— 03 Progress Reports
—— 04 Meeting Minutes
—— 7 05_Correspondence
—— © 06_Work Samples
—— 07 _Behavior Data
—— 7 08 Medical Records
—— 7 09_Advocacy Resources
— 10_Legal Documents




Evidence Organization Strategies

Master Documentation Checklist

Annual Review Preparation
ANNUAL IEP REVIEW DOCUMENTATION CHECKLIST

o Current IEP with all amendments

o Previous year's progress reports (all quarters)
o Standardized test scores

0 Work samples showing progress/regression
o Service delivery tracking logs

o Behavior data (if applicable)

0 Communication log with school

0 Outside evaluation reports

0 Medical documentation updates

o Transition assessments (if age-appropriate)
O Student input (if appropriate)

o Parent concerns and priorities list

PRESENTATION MATERIALS:

0 Data charts and graphs prepared

0 Questions for team written out

o Proposed goals and objectives

o Research supporting recommendations
o0 Timeline of unresolved issues

Advocacy Portfolio Organization

Physical Binder Setup

SECTION 1: QUICK REFERENCE
- Contact information

- Current IEP/504 at a glance

- Rights and procedures summary

SECTION 2: CURRENT DOCUMENTS
- Active IEP or 504 Plan

- Recent evaluations

- Current progress data

SECTION 3: HISTORICAL RECORDS
- Previous IEPs/504s

- Evaluation history

- Meeting minutes chronologically

SECTION 4: DATA AND EVIDENCE
- Academic progress charts

- Behavior tracking data

- Service delivery logs



SECTION 5: CORRESPONDENCE
- Email communications

- Written notices

- Letters and responses

SECTION 6: ADVOCACY TOOLS
- Meeting preparation templates

- Question lists

- Rights and procedural information

Digital Backup Strategy

BACKUP REQUIREMENTS:

0 Cloud storage primary location

o External hard drive secondary

o Physical copies of critical documents
0 Shared access with spouse/advocate

o Regular backup schedule (monthly)

O Version control for updated documents
o Password protection for sensitive files
0 Regular system testing




Quality Control and Review Process

Monthly Documentation Review

MONTHLY CHECKLIST:

o Update service delivery tracking

o Review and organize new communications
0 Scan and file new documents

o Update progress data charts

o Review and update contact information
o Backup digital files

0 Identify patterns or concerns

o Prepare for upcoming meetings

o Update advocacy calendar

0 Review action items and follow-up needs

Pre-Meeting Preparation Protocol

ONE WEEK BEFORE MEETING:
o Review all relevant documentation
O Prepare questions and concerns list
o Create data presentation materials
0 Gather supporting research

o Confirm meeting logistics

DAY BEFORE MEETING:

o Organize presentation materials

0 Review child's recent performance

o Prepare note-taking materials

o Confirm attendance of key personnel
o Review rights and procedures

DAY OF MEETING:

O Arrive early with all materials

0 Bring extra copies of key documents
o Have recording device (if permitted)
0 Maintain professional demeanor

o Take detailed notes throughout




Troubleshooting Common Documentation Challenges

When Schools Don't Provide Documents
Strategies:

Request in writing with specific timelines
Reference FERPA rights to educational records
Follow up with building administrator

Contact state department if necessary
Document all attempts to obtain records

When Data Shows Lack of Progress
Action Steps:

Document patterns thoroughly
Research evidence-based interventions
Request additional assessments
Propose specific service modifications
Consider need for placement change

When Services Aren't Being Delivered
Documentation Focus:

Track every missed session

Document impact on student progress
Calculate percentage of services delivered
Request make-up sessions in writing
Consider compensatory service request

Remember: Good documentation is your most powerful advocacy tool. It transforms subjective concerns
into objective evidence that schools must address. The key is consistency, organization, and maintaining
focus on your child's right to receive appropriate educational services.
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