
IEP: Process, Procedures, and Meetings 

The IEP process is a collaborative effort between all stakeholders in a students’ educational circle of 

support.   Ongoing communication and collaboration throughout the year are the foundation to a 

successful IEP.  In addition to consistent, student-focused collaboration with services providers, 

parents and ToRs throughout the year, please comply with the following procedures: 

Before the Meeting 

● Coordinate with all members of the student’s IEP teams to determine a meeting date. 

● Enter on Master Calendar 

● Enter Meeting Notice information in SEIS for IEP to be held the following month.              

Meeting notice information must be entered by the 10th of each month for IEPs              

beginning in September for October IEPs an all subsequent month. 

● Submit Goggle Form and inform the office so invitations can be sent via DocuSign 

● Send/Share GE Feedback Form to General Education ToR by the 10th of each for IEPs to be 

held the subsequent month. (forms are due 2 weeks prior to IEP date) 

● Send/Share Provider Report to all contracted providers by the 10th of each month for the 

subsequent month.  (forms are due 2 weeks prior to IEP date) 

● Send/Share or meet with parents to get parent input (remember they are the primary teacher) 

● Ask if the parents would like a draft copy of the present level or proposed goals prior to the 

meeting.  If yes, please provide at least 5 days before the meeting.  All sent pages should be 

watermarked as DRAFT. 

● Send meeting agenda 3-5 days before the meeting and ask for parent input 

●  Maintain an exceptional tracking system that will assist you in meeting due process  

 

timelines, if needed, and progress on goals and objectives. It’s easier to be proactive 

than reactive should challenges arise. 



Opening the meeting 

● Most meetings are held via conference call.  Make sure all participants are on the call 

before beginning the meeting.  

● Once all members are on the call, begin with introductions so everyone is aware of who 

is on the call.  You are the ring leader of the meeting and can call on individuals by title 

to state their name, position, and role on behalf of the student.  Ex.  “Jane Smith,, Case 

Manager. I meet weekly with ____ to work on Comprehension and math.  I also support 

the point of contact between all providers.”  This helps the parent know an remember all 

the people on the phone and starts the meeting off student-focused. 

● Zoom calls can be conducted via live video or conference call.  Ask parents for 

preference as to zoom mode.  

● Meeting norms should include requesting all participants mute their phone or computer 

when not speaking to reduce background noise.  

● Confirm the parents received parental rights with the invitation.  Offer a full explanation 

of parental rights.  Record parent response verbatim in the notes.  Ask if they have any 

specific questions regarding their rights.  Record the parents’ responses verbatim. 

● State for the team and record in the notes the school in which the student is enrolled and 

that it is a school of choice.  

● Open with the purpose of the meeting and parent concerns or questions related to 

educational progress.  Make sure each item noted by the parent is addressed during the 

meeting. 

 
 

During the Meeting 

● Use the agenda sent to parents prior to the meeting. Ask if parents have had the 

opportunity to review and if they would like to add any items to the agenda 

● Stay student-focused 

●  Stick to the agenda; actively listen but redirect when the conversation gets tangential 

●  Use the term APPROPRIATE when describing the students’ program vs. BEST. 



● Watch body language (if on video) and/or voice tone. If the IEP is held via conference 

call, pause often to check for understanding, questions or comments.  Keep the pace in 

mind for conference calls as they tend to go a bit slower to allow for pauses between 

communication and to allow participants ample time to unmute themselves during the 

meeting. 

● If you are utilizing zoom video features, you may share screens to display student work 

samples and/or draft portions of the IEP directly into SIES during the meeting.  

● When needed, meet with staff in advance to make sure they are familiar with the needs 

of the student and concerns of the parent 

● Listen objectively to parent concerns or complaints.   Meetings that are not progressing 

can be adjourned and reconvene at a later date. 

● Listen to and consider all parent/provider/team members’ requests. Make 

recommendations based on data and educational benefit for the student. 

● The assignment of teaching or paraprofessional staff that works with the student is a 

school decision. 

● If a meeting with parents becomes adversarial, facilitators should use the following tips 

to maintain a functional meeting. 

○ Stay calm and composed. 

○ Feel free to adjourn the meeting and reconvene at a later date if needed. 

○ Be an active listener and use questioning to get to the root of the concern or 

complaint.  Asking questions will help everyone on the team to understand the 

perspective of a particular team member. Many times once mutual goals are 

discovered, the team can agree on a plan to move forward. (Positive rapport and 

consistent communication throughout the year will add to a positive IEP 

meeting culture.) 

 Ending the Meeting 

● When ending the meeting, it’s important to bring proper closure to the decisions made, 

so every team member understands their responsibilities with the student’s 

educational program.  



● Inform parents that the minutes from the meeting will be incorporated into the IEP. 

● Briefly review the minutes of the meeting from the Notes Page 

● Recap the services being offered and any changes that are being recommended. 

● Confirm that the parent is in agreement with offer of FAPE again. 

● Inform/remind parents of attendance and cancelation policy 

● Inform/remind parents that in-person services must be provided in a public location.  

● Ask parents if they agree to have the draft IEP sent via DocuSign for their review or if 

they would rather have the draft IEP sent via certified mail. 

● Remind the team that consent is not obtained until the parent has signed the IEP and 

that IEP is in draft form until consent is received. 

● Close the meeting with each person stating their name, position and that they agree to 

be listed on the attendance/consent portion of the IEP. 

● Encourage the parent to review the IEP upon receiving it. 

● Encourage parents to call if they have any questions. 

●  Thank the parents and team members for coming 

● Following each IEP meeting, provide each general education teacher(s) an updated copy            

of each student’s current IEP at a GLANCE which must also be uploaded to the students                

profile in the school site student information system (SIS) as verification that all staff              

have been made aware of the IEP and their corresponding responsibilities and/or            

students’ needs.  

 


