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PURPOSE: The “Effective Individualized Education Program (IEP) Meetings” training module located on the 

Division of Special Education website was developed to assist IEP Teams in conducting 
effective IEP meetings.  The purpose of this Reference Guide is to inform Principals that all 
school staff members who will participate on IEP teams are required to view the training module.  
Certification of completion of the training module is required.  
 
Part of conducting effective IEP meetings is keeping team members focused on a structured 
process.  This can be facilitated by use of IEP meeting charts.  One to four sets of reusable IEP 
charts referenced in the training are being distributed to schools.  The charts are scheduled for 
delivery to year-round schools during July 2005 and to single track schools during August 2005.   
 

INSTRUCTIONS: Staff members who will participate on IEP teams can access the “Effective Individualized 
Education Program (IEP) Meetings” training at http://sped.lausd.net/ beginning July 1, 2005.  
After all appropriate staff have viewed the training, the Principal will certify completion of the 
training module by: logging on to the Division of Special Education website listed above; clicking 
on “Professional Development”; selecting the link for certification of the training module located 
below the title of the training, and following the directions on the screen.  Viewing of the training 
module and certification must be completed by October 30, 2005. 
 
One to four sets of IEP poster-size reusable charts are being distributed to schools.  Each set 
contains six charts.  Strategies for using the IEP charts are provided in the website training.  
Only erasable markers such as “dry erase” or “grease markers” should be used on the charts.  
Regular, permanent, or combination markers should not be used as they are not erasable and 
may damage the charts. 
 

ATTACHMENTS Attachment A:  “IEP Meeting Agenda” sample chart (1 copy per set) 
Attachment B:  “Meeting Ground Rules” sample chart  (1 copy per set) 
Attachment C:  “Present Level of Performance” sample charts (4 copies per set) 
 

ASSISTANCE: For assistance or further information contact Linda Roper, Coordinator, Special Education 
Compliance Department, at (213) 241-3335. 
 
For technical assistance in viewing the training, e-mail timothy.skilton@lausd.net and include 
your name, phone number and a brief description of the problem. You will be contacted as soon 
as possible.   
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   IEP Meeting Agenda    

 

   

START UP! 
 Welcome 
 Introductions 
 Outcomes 
 Overview/Time Constraints 
 Ground Rules 
 Decision Making Process 
 Rights 

IEP DEVELOPMENT 
    Present Levels of Performance 

     Cognitive* 
 Communication* 
 Health* 

     Academics*  
     Motor Functioning* 
     Prevocational/Vocational* 
     Social-Emotional/Socialization/Behavior* 

 Self Help* 
 Eligibility  
 Recommend/Establish Goals & Objectives 
 Placement & Consideration of Least Restrictive 

Environment 
 Supports & Services 
    Offer of FAPE 
    Next Steps 
    Signatures 
 Consent     

                    *As Applicable  
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Meeting Ground Rules 
 
 

o Acknowledge team members as 
valuable participants. 

 
o Demonstrate reciprocal respect 

toward team members and their 
opinions. 

 
o Speak in turn so that valuable 

information can be considered. 
 

o Follow the Agenda. 
 

o Work together to reach consensus. 
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