Annual IEP Review Meeting Checklist

Before Meeting

· All meetings should be scheduled up to 2 months prior to expiration date
· All September meetings must be held in June 
· Set meeting date, allowing for 10 school days between date invitation is sent and meeting date. (Any exception, you must get parent authorization and note under Additional Information that parent waived their 10-day notice.)
· Generate invitation and send to parent/guardian and all IEP Team members.  All documents must be translated in language of parent/guardian.

During Meeting

· State meeting purpose and make introductions
· Sign and pass Attendance 
· Parent’s Notice of Procedural Safeguards, in the correct language (give to parents, have them acknowledge receipt on the Attendance form)
· Complete Member Not Attending form (if applicable)

Begin Meeting Notes

· Begin discussion and performance/progress updates                               
· Write service delivery recommendations and proposed goals on Team Meeting Summary form after each presenter

Presenters may include:
· General Education Teacher
· Special Education Teacher
· Therapists (OT, PT, SLP) 
· Social Worker 
· Psychologist
· Other School Administrator
· Parent/Guardian

Write IEP

· Parent and Student Concerns  (if student is 14 or will turn 14 within the IEP period; check box on PLEP B)
· Update interests, strengths (as applicable)
· Leave Key Evaluation Results unchanged.  Update/add current classroom performance statement.
· Team and Student Vision

· PLEP A – Review classroom accommodations (add or subtract as applicable)

· PLEP B – Review all general and age specific considerations and check all that apply. When reviewing impact of disability and accommodations, consider grade level expectations and related service provider’s input. 

· Nonparticipation Justification – Why is removal considered critical to student’s progress?

Schedule Modification

· Extended school year (ESY) – must address significant regression (include statement under additional information)
· Transportation – include reason (if special ed transportation, must have an objective addressing eventual transition to regular transport)

· Assessment – Add or subtract applicable testing accommodations for MCAS (If LEP student, Access and WIDA accommodations should be included on both PLEP A and B and box on PLEP B must be checked)

Additional Information

· Bullying Prevention – Refer to MGL c. 71 sec 370, Flow Chart, and suggested IEP statement

· Discussion of services for next school year (if changing buildings, i.e. kindergarten, move to middle or high school, 688 referral)

· Transition Plan – for students who are 14 years old or turning 14 within IEP period. (Remember to check box on PLEP B)

· Health Care Plan – should be updated at each review. Do not attach to IEP. Include a statement stating that the Health Care Plan has been updated and the date.

· Translation Statement – Refer to suggested IEP statement.

· Behavior Intervention Plan – Refer to FBA and BIP Policy and Procedure (if applicable, include behind PLEP B and statement under additional information)

· High School Considerations: Age of Majority and 688 Referral

Closing

· Team Meeting Summary (give copy to parent/guardian)
· Inform parent to expect the proposed IEP in the mail

After Meeting (within 3 days) Send to ETC:
· New IEP (draft)
· Old (Accepted) IEP
· NI Letter (draft)
· Meeting Summary
· Meeting notes
· Meeting invitation and attendance sheet
· Signed Attendance 
· Member Not Attending form
· Meeting Cancellation form(s) 
· BIP (if applicable)
