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IEP Notes and Guidelines
The VC SELPA IEP form is designed to capture all elements of an IEP meeting as required by law. However, notes may be useful to document discussions held not reflected in the rest of the IEP, to demonstrate parent input, and create a plan for follow-up on any issues not resolved at the meeting.
1. Assign a note-taker before the meeting.
a. The note taker should be a school district employee who understands the issues involved in the meeting and can type or write legibly.

b. A parent, parent’s attorney, or parent’s invited attendee should not take the IEP meeting notes.

c. If a due process hearing appears to be inevitable, take copious notes.

2. Remember that the meeting notes create a written record that survives forever and explains to future readers of the IEP what happened, was considered, offered, and agreed upon.  Avoid using inflammatory or accusatory language which may aggravate what may be an already contentious situation.

3. Briefly note each step of the IEP that was reviewed, including review of rights, parent concerns, review of progress on goals, assessments shared, etc.

4. Take notes on any discussions that are not captured in the rest of the IEP. For example parent report this is the best year ever.

5. Clearly identify who was present at the meeting, just in case names are difficult to read on the signature page.  You will want to include the name and title of all attendees.  This is the easiest way to demonstrate that all required team members were present.

6. If the meeting is convened without parents, be sure to document attempts to secure parental participation in the meeting notes.  You will need additional evidence that appropriate efforts to secure parental participation were made.  However, it is helpful to include that information in the meeting notes as well.

7. If parents leave an IEP meeting before it concludes, be sure to document the efforts that were made to persuade the parents to stay through the conclusion of the meeting or establish a date to reconvene or continue the meeting.  If they refuse to sign that they were in attendance, note refusal and rationale in the notes.  Make every effort to get parent to initial those parts they agree with.

8. Document the district’s efforts to encourage parent participation, if there are difficulties in this area.  For example, “When asked if the mother agreed with the progress report on math, the mother, replied, ‘No comment.’”

9. If any required members of the IEP team have been excused for all or part of the meeting, be sure to explain that in the notes (refer to Excusal Form) and refer to parent agreement and the excused person’s written input, if they were not in attendance at all.

10. Identify any reports that were reviewed and considered by the IEP team.
a. Identify who presented which report and note any discussion.

b. The IEP team is required to consider Independent Educational Evaluations (IEE).  Be sure to include notes reflecting that the team considered any reports provided by the parents.

11. Use the notes page to clarify all options considered by the IEP team, if not specific enough on the LRE page.  Be sure to distinguish the options considered from the actual offer of FAPE.  The “Overall Description of Program” on the LRE is the district’s offer of FAPE and should include services, location, staffing and support needed for extracurricular activities.  However, notes can be used to give more detail if needed.

12. If an offer is merely a temporary diagnostic placement, be sure that it is clearly specified in the meeting notes.

13. Make every effort to not commit non-participants to anything in the notes unless you have consulted with those providers, teachers, assessors, etc.  If you must commit a non-participant, inform them as soon as possible after the meeting.

14. If parents make a request, you may want to include that request in the meeting notes.  Also, include the district’s response to the request.  If possible and appropriate, include the elements of prior written notice in the meeting notes.  If that is not possible, your notation of the parent request will create a written reminder to draft a “Prior Written Notice to Parents of Action” after the meeting if a request is being denied.  Be sure to follow up on this.

15. Try not to identify the name of any specific NPA, NPS or contractor.  You do not want to create a situation where that particular provider becomes part of the last agreed upon or “stay put” placement.

16. There is no requirement to identify a particular methodology or curriculum in the IEP.  If the team feels a student requires a specific methodology and is committed to provide that, it may be appropriate to identify the methodology in the notes.

17. If the IEP team is committed to staff attending a workshop on a particular topic, indicate in the notes.

18. There is no requirement to identify the name of a classroom teacher, aide, SLP, OT, APE, or other provider who will be providing services for a student.
a. Be careful about dictating personnel decisions through the IEP document.

b. Do not feel compelled to commit to the services of a specific staff member.  You cannot guarantee that the staff member will remain employed with the district or that they are available to serve the student.

c. Unless specifically requested by the parents, do not feel compelled to discuss and document staff qualifications in the meeting notes.

19. Proof read the notes and review with the team before finalizing the IEP.  If school team members do not agree with the notes, the representative of the district decides if they should be changed.  If the parent disagrees, add the parent’s perspective.

20. If there are “to-do” items resulting from the meeting, identify those in the meeting notes and clearly specify the responsible party.  Make sure you complete all the “to-do’s.”

21. Number all pages of the document, including the total number of pages (i.e. page x of y).  Without page numbers, it is impossible to determine whether you are looking at a complete IEP.

22. If parents send you a rebuttal after the meeting, place in the child’s file, but do not attach to the IEP.


Adapted from “TIPS for Taking IEP Notes” (2010) and “Spotlight on Practice – IEP Notes” (2010), Fagen, Friedman & Fulfrost, LLP.

