Capturing the IEP Conversation:

Note-Taking for Collaboration and Clarity
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IEP Note Taking

Taking clear and appropriate notes during an IEP meeting can be a helpful tool in documenting the
tfeam'’s discussion, decisions, and collaborative efforts to create a tailored education plan for the
student. These notes create a valuable written record of the meeting, capturing elements that may not
be explicitly included in the finalized IEP document. While |IEP notes are optional and there is no specific
legal guidance dictating what information they must include, they should accurately reflect the team'’s
discussions, fostering transparency and supporting effective communication.
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Below is a list of effective strategies for IEP note-taking:

Document
IEP Meeting
Participants

Document
Parents’
Participation

Organize Notes
Using the Agenda

Use Concise,
Objective, and
Student-Centered
Language

Reflect Input
from AUl IEP Team
Members

Record attendance: List the names and roles of all I[EP team
members present. This documents compliance with Individuals with
Disabilities Education Act (IDEA), which requires the participation of
specific team members.

Note excusals or absences: Document any team member who
is excused from the meeting, and attach the excusal form, if
applicable.

Highlight meaningful participation: Record parents’* questions,
concerns, and contributions throughout the meetfing. This
demonstrates the local educational agency’s (LEA) commitment
to parental involvement, a key requirement under IDEA.

Include agreements and disagreements: Note areas where
parent(s) agree or disagree with the proposed plan, as well as any
requests or suggestions they offer.

Use objective language: Use factual, respectful language to
capture parent input and the team’s responsiveness.

Follow the structure of the meeting: Use the meeting agenda as a
framework to organize your notes. This helps maintain a logical flow
and ensures all topics are captured.

Mark key ftransitions: Clearly indicate when the team has moved
from one agendaitem to another to make the notes easier to follow.

Avoid biased or subjective language: Stick to factual, clear, and
neutral descriptions of the discussion.

Focus on individualization: Avoid generic or stock phrases. Ensure
notes reflect the unique needs and circumstances of the student
being discussed.

Capture diverse perspectives: Document contributions from all team
members, including special education providers, general education
teachers, parents, students, and administrators.

Ensure a collaborative tone: Accurately reflect the ebb and flow of
the discussion and agreements reached.

*The term parent includes parents, guardians, and adult students, consistent with California Education Code.
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https://drive.google.com/file/d/1MoKV-Y65YWJ1Sa33CdgHmMd2X1w9rMyW/view?usp=sharing
https://drive.google.com/file/d/1ix5_-mbcfDsT0flbjp_DlwTpBgeQIWmQ/view?usp=sharing
https://docs.google.com/document/d/1KRiUfnYem5VO-xyHn24kQylQLk0sNmDYSABpLGZUsLM/template/preview
http://codes.findlaw.com/ca/education-code/edc-sect-56028/

Solicit Input and
Clarification

Document Action
Items

Review Notes

Ask questions as needed: If a point of discussion is unclear, seek
clarification during the meeting. This ensures accurate and complete
notes.

Outline next steps: Record any follow-up tasks or responsibilities
assigned during the meeting.

Proofread for accuracy: Double-check the notes for completeness
and clarity before finalizing.

Align withthe IEP: Ensure the notes support the decisions documented
in the finalized IEP.

By following these strategies, IEP notes can be a powerful tool for accountability,
communication, and collaboration. Thoughtful, organized, and accurate notes not only
document compliance with legal requirements, but build trust and transparency among all
IEP team members, ultimately supporting the student’'s educational success.

Looking for more support?

The High Quality IEPs Project offers additional resources to help teams plan and facilitate

successful, collaborative IEPs:

B |IEP Success Companion Guide: Strategies for Collaborative and Student-Centered IEPs

B Fostering Collaborative IEP Processes: Overcoming Barriers and Building Strong Partnerships

B Strategies for a Successful and Collaborative IEP Meeting
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https://drive.google.com/file/d/1S5nEQJA5U5kOf15UGz5V4gydjgNXzE2N/view?usp=sharing
https://drive.google.com/file/d/1PEqXNeYEfPNkZt2Vh6MQZjyNm2eToW5H/view
https://drive.google.com/file/d/1lHx4Fp0QMPSjXxVCKr0yLrnO6sbKrnUZ/view?usp=sharing

