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IEP Meeting Prep Checklist
For California Parents — Step-by-Step Through Your IEP Meeting
The weeks before an IEP are when the real work happens. This checklist walks you through what to do 2–3 weeks out, the week of, the day of, and after the meeting. Print it, write on it, bring it with you.
Student & Meeting Info
	Student Name:
	 

	Date of Birth / Grade:
	 

	School / District:
	 

	Case Manager:
	 

	IEP Meeting Date & Time:
	 

	Type of Meeting:
	☐ Annual  ☐ Triennial  ☐ Initial  ☐ Addendum  ☐ Manifestation

	Primary Eligibility Category:
	 

	Current Placement / LRE:
	 


2–3 Weeks Before the Meeting
☐  Request complete records in writing (IEPs, assessments, progress reports, work samples, discipline records).
☐  Review the current IEP goals. Are they being measured? Mark which ones are on track and which aren't.
☐  Observe your child at home. Keep a simple log of what's working and what's hard.
☐  Email the case manager your top 3 concerns so they make it onto the agenda.
☐  If appropriate, ask for draft documents 3–5 days before the meeting.
☐  Talk to your child (age-appropriate) about what they want to learn and what bugs them at school.
☐  Decide whether to request an Independent Educational Evaluation (IEE) at public expense.
☐  Check if an assistive technology assessment is needed.
Records to Request
1. Most recent IEP and any amendments
1. All psychoeducational, speech, OT, PT, and behavioral assessments
1. Progress reports on current goals
1. Work samples and recent grades
1. Attendance and discipline records
1. Any outside medical or private evaluations you want considered
1 Week Before
☐  Write a short Parent Statement (half page). What you see at home, top concerns, what you want this year.
☐  List specific questions about each current goal.
☐  Identify the exact changes you want: new goals, more service minutes, different placement, new accommodations.
☐  Decide whether to bring an advocate, attorney, or support person. (You are allowed to.)
☐  Decide whether you will audio-record the meeting. California law requires 24-hour written notice to the district.
☐  Confirm any outside providers you want to attend (BCBA, private SLP, therapist).
☐  Print two copies of this checklist and your Parent Statement.
	Recording the Meeting
Under California Education Code § 56341.1(g), parents may audio-record an IEP meeting by providing the district at least 24 hours advance notice in writing. The district may also record if they provide the same notice.



Day of Meeting — What to Bring
☐  This checklist and your Parent Statement
☐  Copy of the current IEP, marked up
☐  Any outside evaluations or medical letters
☐  Work samples showing where your child is struggling or succeeding
☐  A notebook and pen
☐  Water and a snack — meetings run long
☐  Your support person (advocate, friend, spouse)
☐  Recorder (if giving 24-hour notice)
Know Your Rights Going In
1. Consent to an IEP is voluntary. You do not have to sign at the meeting.
1. You can sign in partial agreement — agree to parts, disagree in writing with others.
1. You have 30 days after consenting to a new IEP to change your mind about new services.
1. If you disagree with an assessment, you may request an IEE at public expense.
1. You may bring anyone you want to the meeting, including an advocate or attorney.
1. You can request a break, an interpreter, or an adjourned/continued meeting at any time.
During the Meeting — What to Listen For
Least Restrictive Environment (LRE)
☐  Is my child being educated with nondisabled peers to the maximum extent appropriate?
☐  What supplementary aids and services were considered before moving them to a more restrictive setting?
☐  Why is this placement being recommended over a less restrictive one?
Related Services
☐  Speech, OT, PT — are minutes increasing, decreasing, or staying the same? Why?
☐  How are services delivered: push-in, pull-out, individual, group?
☐  Is counseling, social work, or behavior support needed?
☐  How will services continue during school breaks (ESY eligibility)?
Goals — Are They SMART?
☐  Specific: Does it say exactly what the student will do?
☐  Measurable: Is there a clear baseline and numeric target?
☐  Attainable: Is it realistic in a year?
☐  Relevant: Does it connect to a real area of need?
☐  Time-bound: Who measures it, how often, and by when?
After the Meeting
☐  Take the IEP home. Do NOT feel pressured to sign at the table.
☐  Read the full draft line by line. Check every service minute, goal, and accommodation.
☐  Request revisions in writing if anything doesn't match what was agreed.
☐  Sign consent once you are satisfied. You can sign in partial agreement.
☐  Calendar the start date for any new services. Follow up if they don't start on time.
☐  Save the signed IEP, the prior written notice, and any attachments.
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If You Disagree — Escalation Options
1. Request another IEP meeting within 30 days in writing.
1. File a Compliance Complaint with the California Department of Education (CDE) for procedural violations.
1. Request CDE-sponsored mediation — free, voluntary, confidential.
1. File for Due Process through the Office of Administrative Hearings (OAH) within 2 years of the disagreement.
1. Request an Independent Educational Evaluation (IEE) at public expense.

Appendix: Your Procedural Rights
Under the federal Individuals with Disabilities Education Act (IDEA) and California Education Code § 56000 et seq., parents have specific rights. The school must provide you with a full Procedural Safeguards notice once a year and upon request. Here is a plain-language summary.
Notice & Consent
1. Prior Written Notice: the district must give you written notice before changing or refusing to change your child's identification, evaluation, or placement.
1. Informed Consent: you must consent in writing before an initial evaluation and before initial services. You may revoke consent.
1. Procedural Safeguards: you must receive the full notice at least once per year.
Records
1. You have the right to inspect and review all education records.
1. You may request that records be amended if you believe they are inaccurate.
1. The district must respond to a records request without unnecessary delay — and before any IEP meeting, resolution session, or due process hearing.
Evaluation
1. Initial evaluation must be completed within 60 days of receiving your written consent (with school-break exclusions).
1. Reevaluation at least every 3 years (triennial) unless you and the district agree otherwise.
1. You may request an IEE at public expense if you disagree with the district's evaluation.
Dispute Resolution
1. Mediation: voluntary, free, conducted by a trained mediator through CDE.
1. Compliance Complaint: file with CDE for violations of IDEA or California Ed Code.
1. Due Process Hearing: filed with the Office of Administrative Hearings within 2 years.
1. Resolution Session: required within 15 days of filing due process unless both sides waive it.
Stay-Put
1. During a dispute, your child stays in the current placement ("stay-put") until the matter is resolved, unless both parties agree otherwise.
	This Is a Starting Point
Special education law is detailed and fact-specific. If you are facing a serious dispute, consider contacting your local Family Empowerment Center, an education attorney, or an advocate through Disability Rights California. Most offer free or sliding-scale consultations.
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