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Coffee Chat
with the Diverse Learners Cooperative

Virtual IEP Meetings
▪ Tuesday, May 5th
▪ 8:30 - 8:45am CST



We connect teachers to relevant professional growth 
opportunities, resources, and networks that propel best practice 

and lifelong success for diverse learners.

CREATE COLLABORATE COACH



 Today’s Focus
1. Setting up IEP meetings for success 
2. Best practices for effective communication  
3. Tips and tools from teachers who’ve done it!  
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IDENTIFY

Identify the logistics of 
the meeting. 

PLAN

Draft information & 
plan how to share it. 

IMPLEMENT

Share the plans with 
all team members.  

REFLECT

Use feedback to 
decide on next steps.
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IDENTIFY
❏ Research school district policies about holding IEP meetings during closure

❏ With your school team, determine which students need IEPs completed now

❏ Identify the members of the IEP team + check their availability 

❏ Decide how the parent will be notified about the IEP meeting, as well as the 
type of meeting options that are available (dates, times, technology, etc.) 

❏ Familiarize yourself with the technology available for the meeting 

https://zoom.us/pricing
https://gsuite.google.com/products/meet/
https://www.join.me/features
https://www.skype.com/en/features/
https://www.gotomeeting.com/
https://www.microsoft.com/en-us/microsoft-365/microsoft-teams/group-chat-software
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TEACHER TIPS

https://drive.google.com/file/d/1pjSnlTvIAPmrrjxq0gNGrtdCNuMqZzpL/view
https://doodle.com/
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PLAN
❏ Research options for services aligned with district / state protocols, while 

including planning for supports beyond academics  

❏ Draft an IEP that meets the individual needs of the student 

❏ Create an agenda for the meeting with norms for the meeting platform 

❏ Share the draft +  agenda with all team members, and figure out how these 
documents will be shared ahead of time with the parent (email, mail, etc.) 

❏ Provide a model for how all team members should access the technology

❏ If possible: ask the student to write a letter about themselves 
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TEACHER TIPS

https://drive.google.com/file/d/1vkX13qSUh8PxobAEXsthUOaMCqxzAk_q/view
https://www.loom.com/
https://challengingbehavior.cbcs.usf.edu/emergency/
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IMPLEMENT

❏ Start the meeting with introductions, norms for technology, the expected 
amount of time, and the designated meeting leader

❏ Ensure that everyone has access to the agenda + draft documents

❏ Follow the meeting agenda and focus on outcomes that will move learning 
forward for the student (now + next year) -- be creative!  

❏ Ask specific questions - how are students responding to this change? 

❏ Gather feedback from families about the IEP draft (especially services)

❏ If possible, make revisions in the moment so the team can sign 



11

TEACHER TIPS

https://diverselearnerscoop.com/wp-content/uploads/2020/03/Virtual-IEP-Meetings_-Resource-Guide-1.pdf
https://www.docusign.com/


Sample Addendum Template 
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https://drive.google.com/file/d/1Chjx6qNUEtsN65nyrYyGCcP9qPDF8x-j/view
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REFLECT

❏ Document notes + decisions in the Prior Written notice, then send to team

❏ Provide the family with access to other resources (e.g. technology, internet) 
needed to implement the new IEP during closure 

❏ Create a clear schedule of follow up check-ins and action steps for the team    
and for the family 

❏ Decide whether the team will hold an addendum meeting in the fall   
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TEACHER TIPS

https://docs.google.com/spreadsheets/d/1a4ae7_TX9RJO7kNDUNva2EQpr2ZszA3L2elBQrxg1io/edit#gid=1289592295
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FAQs
❏ Research city / district decisions about any summer 

programming + compensatory services offered 

❏ Be clear about what teachers’ roles will look like

❏ Provide online learning resources for continuity 

WHAT ABOUT SUMMER? 

CHANGING TEAMS? 
❏ Have the current team create a draft now, which can be 

downloaded and saved for future meeting consideration

❏ Ask the teachers and/or student to write narratives 

❏ Connect with new team and/or create a portfolio  
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More tools like this can be found in our DLC Resource Hub at:   https://diverselearnerscoop.com/covid19/

Convene 
the Team

https://diverselearnerscoop.com/covid19/
https://diverselearnerscoop.com/wp-content/uploads/2020/03/Virtual-IEP-Meetings_-Resource-Guide-1.pdf
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Let’s hear from you.


