[image: Logo

Description automatically generated]Virtual IEP Meeting


Checklist for Parents
· Obtain a Notice of Meeting from the school to clarify the purpose of the meeting and know ahead of time who should attend.
· Prepare, as you would for any educational meeting. Have your notes handy with documentation you would like to share. 
· Have a copy of your child’s IEP in front of you. 
· If the school is presenting you with a draft, have that in front of you to follow along. 
· If a printer is not available, you can follow along on an electronic document while remaining in the meeting.
· School staff may also share their screen and edit the IEP document in real time.
· If you are attending via a link (ZOOM, GoToMeeting, etc.) “arrive” early to the meeting. Give yourself at least 15 minutes to work out any technical difficulties.
· Your child may also attend the meeting with you or via a separate device.
Group Norms for Virtual IEP Meetings
· Communicate clearly and listen carefully. 
· Respect the view of others.
· Please do not speak over another person. You may utilize the chat function while another person is talking.
· Be open to the ideas and views presented.
· Ask and welcome questions for clarification.
· Utilize the mute button to avoid disruption from background noise.
· Try to speak loudly and slowly.
· Share your view willingly.
· Honor our time limits and stay on task.
Helpful Tips for Virtual IEP Meetings 
· Turn off your webcam if the connection seems unstable. This will decrease the amount of bandwidth needed and make audio smoother. 
· If bandwidth is an issue minimize the use of other devices that are connected to the internet in your household.
· Be mindful of your environment (background, noise, etc.).
· Be dressed and ready for the meeting, just as if you were going to an in-person meeting.
· Choose a background that is not too distracting. This can be done virtually if there isn’t a comfortable place in your home with an appropriate background.
What to Expect from a Virtual IEP Meeting	
The outcomes for a virtual IEP meeting should be no different from an in-person meeting. The student’s needs have not changed. Only the location of the meeting attendees.[image: ]
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