How to Conduct the Annual Review

1. Before you begin the IEP review, it is necessary to assess the student to compare results obtained now with the data available when the IEP was first written.

2. Go through the existing IEP before the actual meeting. Look at each objective and determine if the student met the objective based upon the criteria previously established. If the objective was not met (but is considered appropriate and necessary), the objective should appear in the new IEP. The same objective may be used the following year simply by changing the criteria for mastery. Please remember that this process is called annual review. It must consist of a review of objectives to determine student progress, and not simply entail developing new objectives.

3. Please be prepared when you go into your annual reviews. This does not mean that you should have all paperwork completed prior to your IEP meeting; however, it is expected that you will have developed a Draft IEP. Before discussing the proposed IEP tell the team “this is a DRAFT, subject to change”. It is essential to have parent input, so do whatever is necessary to encourage parent participation in the annual review.

4. Be sure to follow IEP Meeting Agenda
5. In discussing the student’s progress for the year show the parents which objectives   he/she did not achieve. If several were not achieved carefully explain the assessment results in order to help parents understand exactly where the student is in comparison to where you had hoped he/she would be. 

6. The PLOP is the meat of the IEP. Anyone should be able to read the PLOP and have a clear understanding of the student’s strengths and weaknesses and how the disability affects performance in general curriculum.

7. IEP goals and objectives will be based on weaknesses identified in PLOP. Any area identified as a weakness in the PLOP should have an annual goal addressing that weakness and at least two short-term objectives supporting that goal. The IEP should flow smoothly.

8. Before the meeting ends ask participants to sign or initial the first page of the IEP indicating that they were there. Ask parents to sign copies of the IEP, Re-evaluation consideration checklist and be sure to thank them for coming. If the parent is not present, it is not necessary to have the IEP signed. State regulations do not require that the parent sign the IEP—only that parents are afforded the opportunity to participate—This will be documented on the IEP by three (different means i.e. mail, phone call, notice sent home with student) attempts to invite the parent.

9. Before you send the student’s paperwork to central office, please check to see that all information has been entered correctly. The dates are crucial as is specifying all regular and special education segments.

10. When sending in student paperwork to central office please include the following for each student 


Copy of notice of IEP meeting


Copy of reviewed objectives for current year (2004-05 SY)


Newly developed IEP

Transition plans for students who will be turning 14 in the upcoming year.

Narrative minutes of meeting reflecting order and content of IEP agenda

Re-evaluation consideration checklist

Re-eval packet if needed.

Due process checklist

