CONDUCTING AN IEP MEETING

The following steps should take place at an IEP meeting to ensure that all parts of the IEP are covered and that the committee makes decisions that best meet the individual needs of the student.  
1. Always start a meeting by introducing the team members and explaining their job description, making positive statements about the student and acknowledging parent concerns and questions.
2. Have all participants (including the student) who are present sign in on the General Student Information (GSI) page of the IEP.  Individual students with Transition Plan Must attend the IEP meeting.  Younger students need to come to their IEP meetings unless the parent prefers that the student does not.
3. Review the previous IEP and transition page if applicable.  Discuss objectives achieved, student progress and difficulties from the previous year.  

4. Read aloud the General Student Information (GSI) and the addendum if it applies.  Corrections, deletions, and additions to this information should be made at this time.  Do not forget to add parental concerns.  If applicable, review the Individual Health Plan and/or Transition Plan before going to next step.

5. Present the Instructional Plan.  Review each page.  Discuss current performance, goals and objectives.  If applicable, the APE, Speech, OT, PT, or other service providers can assist you or review the instructional plan page related to their service.  If there is a Behavior Plan there must be an educational needs page that includes goals and objectives that address the behavior.  Upon review of the behavior instructional page, review / edit the behavior plan. 
6. Go to Program / Services Page.

· Begin with the Louisiana Educational Assessment Program (LEAP Box).  Decide with parent and all other IEP members which test is most appropriate for the student. Read Statewide Testing and Students with Disabilities if you are not familiar with the guidelines of statewide testing.  Fill out the box appropriately.  Discuss and complete the Accommodation(s) needed for LEAP Testing with the committee and mark the appropriate boxes.  
· Next, go to Regular Classes.  Discuss and fill out this box. Skip over to the Accommodations Page.  Complete this page with the input of all members, especially the regular education teacher(s).  Remember that the items marked on this page apply to the REGULAR education classroom.  The REGULAR education teacher will be responsible for carrying out these accommodations and modification.  Remember to mark items that will be given for the standardized test.

7. Return to the Program Services Page.

· Discuss and complete the box labeled Activities with Non-Disabled Peers.

· Discuss and complete Student’s Total Instructional Day box.  
· Enter any comments in the Comments Box to clarify where the student spends time during the day and/or to clarify other items.

· Discuss and complete the Special Transportation line.

· Discuss and complete Supports Needed for School Personnel.  Remember that this includes collaboration, in-services, and/or training needed by school employees to implement the IEP.

· Discuss and complete the Extended School Year Program Box.  Read About ESYS to become familiar with the guidelines. If regression/recoupment is chosen, decide with the committee on four objectives to monitor.  Identify the objectives.
8. Go to the Placement/Least Restrictive Environment page.

· Review the Placement / Service Determination Checklist.  Using the time documented on the Program/Service page select the most appropriate setting.  Mark the box with an X.  Write in statements explaining why this setting was chosen.  For any settings other than regular, write a rationale why those settings were not chosen.  If applicable, complete the Preschool Setting by marking the appropriate box.

· In the Site Determination box, write down the school’s name and have the principal sign and date the box.  If the student is not at his regular neighborhood school, review and complete the Site Determination form with the parents.  

· Go to the Progress Reports box and write in 6.  Explain to the parent that progress reports will be sent home with report cards every six weeks.
· Please read carefully and have the parent mark (if needed) the Assessments Implications box.   If a student is participating in Alternate Assessment, LAA 1, the parent marks the first item. If the student is participating in LAA 2 the parent is to mark the second item.  
· If a student is 17 give the Age of Majority Letter- parent and the Age of Majority Letter-Student to the family and have them mark the box.  Keep a copy of the letters inside the yellow IEP folder.
· Go to the Parent/Student Decision box.  This box is to be marked and signed at every IEP where a parent or student of age attends. Give the parent or student of age the following items: “Educational Rights of Exceptional Children” booklet and the “Extended School Year Fact Sheet.”  If applicable, give the family the Transition Fact Sheet.  Have the parent or student of age mark, sign and date the boxes stating that the items have been received and that they agree to the IEP.  

· Supporting Documentation must be attached to the IEP.  The teacher needs to have the applicable forms at the meeting.
· The principal needs to sign assuring that these forms are attached.

Upon completion of the IEP and other related paperwork, copies should be made for the parent and the IEP Facilitator.  The original IEP should remain in the yellow IEP folder.
