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Use the guidance checklists to ensure you have the correct paperwork
Conference attendees must sign the record of access for EVERY conference
All conferences require 14 days’ notice.
Please remember that a parent cannot “Waive their rights to a notice”. A parent may
request less than 14 days’ notice.
Once a student is transition age (age 16) they must receive their own notice of
conference. You must have a separate contact log documenting how you notified the
student. They must also receive a copy of the Notice of Action.
Contact log- document a minimum of 2 parent contacts- required for every conference.
One of these must be written.
o This is the same for a student who is transition age (age 16)
Document all parent/student (if age 16) responses- you can write responses on the contact
log.
All roles with * must be represented. One person can fulfill more than one role.
All conferences should have at least 3 attendees. No exceptions for Referral conferences.
Regular education must be represented.
o A special education teacher cannot represent regular education
The Local Education Agency Representative role is responsible for answering questions
related to school policy and is entrusted with the approval of the allocation of funds, if
the decision is made by the team and written in the IEP.
A special education teacher can sign as the individual to interpret results, but remember
you HAVE to know how to interpret the results
At every conference, ask if the parents need a copy of “Your Rights” or “Informed
Consent” –if they do not have access to one, you have to provide them a paper copy
Attached are the conferences that must have a Notice of Action page, but it is advised to
use a notice of action for each conference
o On the Notice of Action- make sure you are noting parent concerns and
documenting meaningful parent participation and considering all matters made by
team.
o On the Explanation of Action- summarize the decisions made based on the data
o On the Basis for Action- write a description or a list of
information/evaluation/records/etc. that was used to make the decisions.
o On the Options Considered and Reasons Rejected- describe anything that the
team discussed but decided not to do- ex: reducing/increasing modifications,
changing placement, changing class schedule, testing, etc.
After the conference is complete, make a copy and give to the parents (and student if they
are age 16)

