IEP Meeting Notes
	Student
	

	Grade and school
	

	Date of meeting
	

	Time (start and end)
	

	Type of meeting (initial / annual review / re-evaluation / amendment)
	

	Notes taken by
	

	Team members present (name and role)
	

	Invited but absent
	

	Interpreter or advocate present
	

	Meeting recorded (yes / no, and by whom)
	



1. Introductions and purpose
[Who is present and in what role, and what the meeting is for. Note if any required team member was excused and whether you agreed to that in writing.]

2. Parent concerns and input
[What you said about your child's strengths, needs and your priorities. Write down your own words; they should appear in the IEP.]

3. Present levels of performance
[What the team said the student can do now, with the data cited: assessments, grades, progress monitoring. Ask for the numbers.]
Academic:
Reading / writing / maths data cited:
Communication:
Social, emotional and behavioural:
Functional and daily living:
Progress on last year's goals:

4. Goals discussed
[One line per goal: area, what was proposed, how it will be measured, and anything you asked to change.]
Goal area:
Proposed goal:
Measured by / how often reported:
Changes requested:

5. Services, supports and accommodations proposed
[Each service with minutes per week, who delivers it, where, and the start date. Each accommodation and modification as worded.]
Service (type, minutes, frequency, provider, location):
Accommodations:
Modifications:
Assistive technology:
Transportation / extended school year:

6. Placement and time with peers
[Where services happen, how much of the day is in general education, and the team's reasoning.]

7. Questions I asked and answers given
[Your questions and the response, with who answered. Note anything the school said it would find out.]

8. Agreements and disagreements
[What the team agreed. Anything you did not agree with, stated plainly, and what you asked for instead.]
Agreed:
Not agreed / my position:
Taken under consideration by the school:

9. What was signed
[Attendance sheet, consent for evaluation, consent for services. Note if you signed only to show attendance, or took the document home.]
Signed:
Not signed / taken home:
Documents received at the meeting:

10. Follow-up and dates
[When the written IEP and prior written notice will arrive, when services start, progress report dates, the next meeting.]
IEP document expected by:
Services start:
Progress reports:
Next meeting:

Action items
	No.
	Action
	Who
	Due
	Done
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