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START HERE

Copyright + Use Notice

Thank you for purchasing The Calm Parent IEP Meeting Binder. This product is designed to help parents organize
information, prepare questions, track communication, and document follow-up after school meetings.

Personal use only. You may print copies for your own household and your child's school meeting preparation.
Do not resell, share, upload, reproduce, or distribute this file or any portion of it as your own product.

This binder is educational and organizational in nature. It is not legal advice, medical advice, or a substitute for
individualized professional guidance.

For questions about your rights or your child's specific situation, consult your school team, local parent training
center, advocate, attorney, or qualified professional.
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START HERE

How to Use This Binder

This binder is organized to help you move from scattered paperwork to a clear meeting plan. Print the full binder or only
the pages you need before each IEP meeting.

Start with the Child Profile and IEP At-a-Glance so your most important information is in one place.
Use the Parent Concerns pages to turn your worries into clear, meeting-ready talking points.
Bring the Meeting Notes, Decision Tracker, and Follow-Up pages to every meeting.

Keep copies of emails, evaluations, progress reports, work samples, and prior written notices behind the matching
tracker pages.

Review your action plan 3-5 school days after the meeting so nothing gets forgotten.
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Student Snapshot

Get the important details out of your head and onto paper.
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STUDENT SNAPSHOT

Child Profile

Child name

Date of birth

School

Grade

Case manager

Eligibility/disability category

Primary language/communication style

Medical, sensory, or safety notes the school should know

Emergency contacts
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STUDENT SNAPSHOT

Parent Priorities

My top 3 priorities for this school year

What | want my child to be able to do more independently

What | do not want overlooked

What would make school feel safer or more successful for my child

My biggest question for the team
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STUDENT SNAPSHOT

Strengths + Needs Snapshot

Strengths, interests, and motivators

Academic needs

Communication needs

Behavior or emotional regulation needs

Sensory or health needs

Social skills or peer interaction needs
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IEP Overview

Create a one-page picture of your child's current plan.
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IEP OVERVIEW

IEP At-a-Glance

Use this page as your quick reference before phone calls, emails, and meetings.

Area Current Information Notes
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IEP OVERVIEW

Current Services Tracker

Track special education, related services, supplemental aids, and supports.

Service Minutes/Frequency Provider Location Start/End
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IEP OVERVIEW

Accommodations Tracker

Use this to notice whether accommodations are actually being provided and whether they are helping.

Accommodation Where Used Implemented? Working? Notes
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IEP OVERVIEW

Modifications + Supports Tracker

Modifications change what is expected. Accommodations change how a student accesses learning.

Support/Modification Class/Setting Responsible Staff Evidence Needed
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IEP Templates

Meeting Preparation

Turn concerns into clear requests and organized talking points.
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MEETING PREP

Parent Concerns Worksheet

What is currently working well?

What concerns me right now?

What examples, data, or records support my concern?

What change or support am | requesting?

What outcome would show this is improving?
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MEETING PREP

IEP Meeting Prep Checklist

Review the current IEP

Review most recent progress reports
Review evaluations and testing results
Gather teacher emails or notes

Gather work samples or screenshots
Write parent concerns in advance

List questions for each service provider
Confirm meeting date, time, and location
Ask who will attend the meeting
Request draft documents, if available
Prepare a calm opening statement

Bring this binder and a notebook

Plan what you will say if you need more time

Decide what you will not agree to without review
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MEETING PREP

Records Request Tracker

Keep track of evaluations, attendance, discipline records, progress data, service logs, and meeting notes.

Date Requested Record Requested Person Contacted Response Date Received?
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MEETING PREP

Evaluation Review Notes

Evaluation or report name

Date completed

Main findings in plain language

What surprised me or concerned me

Questions | want to ask about this evaluation

Supports this evaluation seems to suggest
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MEETING PREP

Progress Monitoring Tracker

Use one line per IEP goal. Ask what data shows progress, regression, or lack of progress.

Goal Baseline Current Data Progress? Next Question
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MEETING PREP

Before the Meeting Brain Dump

Everything | want to say or remember

My top three must-discuss items

What | need clarified before | sign or agree
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IEP Templates

During the Meeting

Capture what was discussed, decided, and still needs follow-up.
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DURING MEETING

Meeting Notes Template

Meeting date and purpose

Attendees

Main topics discussed

Team recommendations

Parent concerns shared

Items that need clarification
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Decision Tracker

Do not rely on memory. Write down the actual decision and what document will reflect it.

Topic Decision Made Agreed By

IEP Templates

DURING MEETING

Documentation Needed

23



Follow-Up Action Plan

Every meeting should end with next steps. This page keeps those steps visible.

Action Item Who Is Responsible

IEP Templates

Due Date

DURING MEETING

Completed?
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If | Need More Time

Documents | need to review before agreeing

Questions | still need answered

People | may need to consult

Date | will follow up
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DURING MEETING
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Communication + Documentation

Create a paper trail that is calm, clear, and organized.

IEP Templates
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COMMUNICATION

Communication Log

Log calls, emails, meetings, hallway conversations, and requests.

Date Person Method Reason Outcome
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Email Follow-Up Tracker

After important conversations, send a short written summary so there is a record.

Date Sent Subject Summary

IEP Templates

Response Needed?

COMMUNICATION

Response Date
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COMMUNICATION

Incident or Concern Notes

Date and time

What happened?

Who was involved or notified?

What the school did in response

What follow-up | am requesting
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Service Delivery Notes

Service or support | am tracking

What | expected to happen

What actually happened

Questions for the provider or case manager

Documentation | need to request
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COMMUNICATION
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IEP Templates

Scripts + Questions

Use calm language when the meeting feels emotional or confusing.
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SCRIPTS

Parent Advocacy Scripts

Use these scripts as sentence starters. Adjust the wording so it sounds natural to you.

To open the meeting: Thank you for meeting with me. | want to make sure we focus on what my child needs to
access school successfully.

To ask for data: Can you show me the data being used to make that recommendation?

To slow the meeting down: | need a moment to process that. Can we pause and explain what this means in
everyday language?

To disagree respectfully: | understand the team's view. | do not agree with that recommendation at this time, and
| would like my concern documented.

To request follow-up: Before we end, can we identify who is responsible for each next step and the expected
timeline?

To ask for prior written notice: Please provide the school's decision and reason in writing so | can review it
carefully.
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SCRIPTS

Questions to Ask at the IEP Meeting

What data shows whether my child is making progress?

Which goals were met, partially met, or not met?

What support is being provided when my child struggles?

How are accommodations being implemented across classes?
Who is responsible for each service or support?

How will | be updated between progress reports?

What does my child need to access grade-level work?

Are behaviors being viewed as communication of a need?
What sensory supports are available during the school day?
What happens if the current plan is not working?

What training or support does staff need to implement the plan?
What should | look for at home that may connect to school performance?
Can we put that recommendation in writing?

What are the next steps after this meeting?
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SCRIPTS

Accommodation Idea Bank

Use these ideas as conversation starters. The right accommodations depend on the child, setting, data, and team
discussion.

Preferential seating based on attention, sensory, hearing, vision, or peer needs.

Visual schedule, first/then board, checklist, written directions, or graphic organizer.

Reduced distractions, quiet testing area, movement breaks, sensory breaks, or calming space.

Extended time, chunked assignments, frequent check-ins, or modified workload expectations when appropriate.
Access to speech-to-text, text-to-speech, calculator, audio books, notes, or assistive technology.

Positive behavior supports, transition warnings, social stories, replacement skill teaching, or reinforcement plan.

Home-school communication plan, daily or weekly progress updates, and clear escalation process.
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IEP Templates

Reference Pages

Plain-language reminders for common IEP terms and documents.
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REFERENCE

Common IEP Terms

Here are parent-friendly definitions for words often used in special education meetings.

IEP: Individualized Education Program. A written plan for eligible students who need special education services.

FAPE: Free Appropriate Public Education. The school's responsibility to provide appropriate education to eligible
students.

LRE: Least Restrictive Environment. Students should learn with nondisabled peers as much as appropriate.

Accommodation: A support that changes how a student accesses learning without changing the learning
expectation.

Modification: A change to what the student is expected to learn or complete.

Related services: Support services such as speech therapy, occupational therapy, counseling, transportation, or
other services needed for the student to benefit from special education.

Progress monitoring: Data collected to determine whether the student is making progress toward IEP goals.
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Prior Written Notice Notes

Prior Written Notice is a written explanation of certain school decisions. Parents often request it when the school
proposes or refuses a change related to identification, evaluation, placement, or services.

Write down what was proposed or refused.

Ask what information the school used to make the decision.

Ask what options were considered and why they were accepted or rejected.

Keep a copy with your IEP records.

Use the space on the next page to summarize any notice you receive.
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REFERENCE

Prior Written Notice Review

Date received

What the school proposed or refused

Reason given by the school

Data or reports listed

My questions or concerns
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IEP Templates

Next Steps

Finish the meeting with clarity and a plan.
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NEXT STEPS

After the Meeting Reflection

What went well?

What still feels unclear?

What did | agree to?

What did | not agree to or need time to review?

What is my next step?
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NEXT STEPS

30-Day Follow-Up Tracker

Check whether supports are actually happening after the meeting.

Date What | Checked Concern? Who | Contacted Next Step
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NOTES

Notes + Extra Space

Additional notes
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CLOSING

You Are Not Behind

You do not have to be perfect to be prepared. You only need a clear record, calm questions, and a plan for follow-up.

Prepared parents ask clearer questions.
Clearer questions lead to better documentation.

Better documentation supports stronger advocacy.
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