
IEP Documentation Strategies
Securing FAPE

Effective advocacy is built upon a deep understanding of the right to a Free Appropriate Public
Education (FAPE) and the use of data. As parents navigate the complexities of the
Individualized Education Program (IEP) for their child, these elements evolve from theoretical
concepts into practical tools of empowerment. The precise recording of IEP meetings,
decisions, and disagreements—which essentially becomes a parent-generated method of data
collection—forms the basis of advocacy. This process transcends mere paperwork; it's about
assembling evidence. Such evidence actively contributes to safeguarding your child's rights,
ensuring their educational needs are precisely identified and met.

We recently witnessed a real-life situation in an open due process case that highlights the
significant challenges parents may encounter in ensuring their input and their child's needs are
accurately reflected in the IEP process. Instances where there's a discrepancy between a
parent's understanding and the official documentation illuminate the risks tied to verbal
agreements and the absence of a thorough paper trail. It underscores the importance of building
a comprehensive paper trail through diligent note-taking, utilizing Prior Written Notice (PWN),
and following up with precise communications. This practice is not merely about documenting
information; it's about creating a substantial body of evidence. This evidence may be needed for
advocacy efforts including mediation, state complaints, due process hearings, or interactions
with schools.

Understanding Prior Written Notice
Understanding Prior Written Notice (PWN) is pivotal in navigating the IEP process with
confidence and clarity. PWN is a document that schools are required to issue to parents when
proposing or refusing actions regarding a child's identification, evaluation, educational
placement, or the provision of FAPE [34 CFR § 300.503]. This document helps to ensure
parents are fully informed of the school's decisions affecting their child's education, the reasons
behind these decisions, and the evaluative data supporting them. PWN empowers parents by
laying out the school's intended actions clearly, thereby enabling them to agree, question, or
disagree with these actions with a solid foundation.

We've introduced the PWN Parent Tracker, a tool that simplifies documentation and monitoring
of PWN for parents. This tracker allows parents to log decisions from IEP meetings, including
dates, actions proposed or refused, and explanations from the school. Using this tracker helps
ensure no detail is missed. It provides a clear reference and supports building a history of the
child's educational journey, which is valuable in advocating for the child's needs in formal
dispute resolutions like mediation, state complaints, and due process hearings. Adding the PWN
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Parent Tracker to your advocacy toolkit will help you create a better PWN at the end of IEP
meetings.

In a compelling demonstration of the PWN Tracker's impact, one parent's journey through their
child's annual IEP process underscores the tool's transformative power. Armed with insights
from our community, this parent entered the IEP meetings more prepared and skilled in
advocacy than ever before. The strategic application of the PWN Tracker allowed for the
systematic documentation of each proposed accommodation and modification, tracking their
acceptance or rejection, and meticulously noting the rationale and responsible individuals. This
diligent approach not only shifted the IEP discussions in favor of the child's needs but also led to
a significant turning point when the school principal reconsidered previously dismissed
accommodations. By insisting on documented justifications for each denial, the parent
effectively secured several crucial accommodations for their child, showcasing the PWN Tracker
as an indispensable ally in advocating for a child’s educational rights and needs.

In conclusion, the PWN Parent Tracker is essential for parents navigating the IEP process. It
ensures no decision goes undocumented, supporting effective advocacy and enhancing
discussions and disputes. This tool empowers parents to advocate for their child's educational
rights and services confidently

Section 2: The Power of Follow-Up Communications
The process of advocating for your child's educational needs doesn't end when the IEP meeting
is over. A key step is sending detailed follow-up emails after IEP meetings and conversations
with school staff. This practice is key to creating a written record of what was discussed and
agreed upon, making sure there's no confusion about what was decided during the meeting.
Additionally, it allows you to clear up any misunderstandings and confirm your understanding of
the decisions made. Following up shows you are actively involved and dedicated to your child's
education, keeping communication open, positive, and transparent between you and the school.

Crafting Effective Follow-Up Emails
To craft an effective follow-up email, start by summarizing the key points discussed during the
meeting, including any decisions made or actions agreed upon. Be as specific and detailed as
possible, but maintain a professional and unbiased tone. Your goal is to document the
conversation accurately, not to convey emotions or opinions. Here's a template to guide you:

Subject: Follow-Up on [Date] IEP Meeting for [Child's Name]

Dear [IEP Case Manager],
CC: [Attendees of the IEP meeting]
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Thank you for meeting with us on [date] to discuss [child's name]'s IEP. I appreciate your time
and efforts to address [child's name]'s educational needs.

The following people attended the IEP meeting: [List names of attendees. Be sure to note if
anyone left early, were on the invite list but did not attend, etc]

During our meeting, we discussed the following key points: [List key points, decisions, actions,
and timelines. Use the PWN Parent Tracker to help you with this section.]

[If applicable] We also discussed some areas where we did not reach an agreement, specifically
[briefly describe the issues]. I hope we can find a resolution that best supports [child's name]'s
educational journey.

Should there be any errors in my summary or if I have overlooked any details, please let me
know by [provide a reasonable deadline for response, like one week]. This will help ensure
transparency in our communication and allow us to support [child's name].

I look forward to continuing to work with the IEP team.

Sincerely,
[Your Name]

Section 3: Utilizing Call Logs for Documentation
Keeping a call log is a smart strategy for parents navigating the IEP process, as it helps
document all verbal communications with school staff. Every phone call, meeting, or informal
chat can hold crucial information about your child's education. By writing down the date, time,
who you spoke with, and the main points or decisions from each conversation, you create a
reliable record. This practice ensures that important details are not forgotten and can be
referenced easily in the future.

To use call logs effectively, start by setting up a simple format that works for you. We have
included a call log template to get you started. For every interaction, note:

● The date and time of the conversation.
● The name and position of the person you spoke with.
● A brief summary of what was discussed, including any specific requests, decisions

made, or follow-up actions agreed upon.

After documenting this information, it's crucial to follow up as soon as possible with an email to
the person you spoke with. This email should detail the key decisions, concerns, or other
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important information discussed. Structure this email similarly to how you would follow up after
an IEP meeting, ensuring consistency and clarity in your communications. This step not only
reinforces the conversation but also provides a double layer of documentation and confirms
mutual understanding of the discussions and agreements.

The Role of Call Logs in Building a Record
Call logs play a crucial role in building a comprehensive and detailed record of your child's
educational journey. They serve as a tangible timeline of communications, showcasing your
proactive involvement and the school's responses or decisions over time. This documentation is
invaluable, especially when preparing for IEP meetings, resolving disagreements, or if you need
to escalate an issue through formal complaints or due process.

In these situations, keeping a well-maintained call log and sending follow-up emails can make a
big difference. It offers evidence of what was discussed and agreed upon, which can help clarify
misunderstandings or provide support for your claims. Moreover, it demonstrates your
dedication and thorough approach to ensuring your child receives the free appropriate public
education they are entitled to under the law.

In essence, call logs, supported by follow-up emails, are more than just records of
conversations; they are a powerful tool. They help to ensure that every voice is heard, every
concern is noted, and every step taken towards securing your child's educational rights is
documented. By diligently maintaining call logs and sending follow-up emails, you empower
yourself with knowledge and evidence, making you a more effective advocate for your child.

Recording Meetings and Transcriptions
When considering recording IEP meetings, it's crucial to first understand the recording laws that
vary from state to state. Some states allow one-party consent, meaning only one person in a
conversation needs to know about the recording. Other states require all-party consent, where
everyone involved must be informed and agree to the recording. This distinction is important for
IEP meetings because knowing your state's laws ensures you're recording legally. Websites
like the Reporters Committee for Freedom of the Press, Justia, and MSI Detective Services
provide detailed information on state-specific recording laws and can be excellent starting points
for research. Always be sure to consult an attorney if you are unsure of the legality of recording.

Recording IEP meetings can be a strategic way to ensure you have an accurate record of what
was discussed and agreed upon. When recording, always start by informing all participants of
your intention to record, respecting your state's laws. Use a reliable recording device and
ensure it's fully charged or has enough memory to cover the meeting's duration. Place the
recorder in a central location to clearly capture everyone's voice. Remember, the goal is to have
a clear and comprehensible recording that can be used for reference in mediation, a state
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complaint, or a due process hearing by providing a clear record of the school’s position and
commitments.

Transcriptions convert the audio recordings of your meetings into written documents, which can
be incredibly useful. Transcriptions provide a tangible, text-based record that can be easily
shared, highlighted, and referenced. They can help clarify misunderstandings or serve as
evidence if differences arise between what was said in the meeting and the written IEP or
meeting notes provided by the school.

When handling recordings and transcriptions, prioritize neutrality and accuracy. Your recordings
and transcriptions should objectively capture the meeting without altering or omitting any part of
the conversation. This ensures the reliability of your documentation. If you're in a state that
allows one-party consent, still consider informing all participants as a courtesy and to maintain
transparency during the meeting. After obtaining the recording, transcribing the session as soon
as possible while the conversation is still fresh in your mind can help ensure accuracy. For those
not proficient in transcription, various services can transcribe recordings for a fee, or you may
use transcription software, such as Otter.ai; however, you will want to ensure the accuracy of
transcription from an automated service by carefully reviewing the transcription while listening to
the audio recording.

Navigating Discrepancies in Meeting Notes

Discovering discrepancies in meeting minutes and notes can be unsettling. These documents
serve as the official record of what was discussed and decided in IEP meetings, so accuracy is
crucial. If you notice differences between your understanding of the meeting and the written
record provided by the school, take the following steps:

● Review Your Notes: Compare the school's minutes with your own notes or recordings
from the meeting. Having detailed personal notes or a recording (if legally obtained with
consent) is invaluable for this reason.

● Gather Evidence: Collect any emails, documents, or other forms of communication that
support your understanding of what was discussed or decided in the meeting.

● Request a Clarification Meeting: Contact the school to arrange a meeting or a
conversation to discuss the discrepancies. Be clear about what you believe has been
inaccurately captured or omitted.

● Submit a Written Request for Correction: If the discrepancies are not resolved through
discussion, submit a formal request in writing to the appropriate school official or
department, detailing the specific inaccuracies and providing evidence to support your
corrections.
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Assertively Challenging Inaccuracies
It’s essential to challenge inaccuracies or biases in school documentation assertively yet
professionally. Here’s how you can do it:

● Be Fact-Based: Focus on specific examples of inaccuracies or biases. Refer to your
notes, the IEP document, and any other relevant evidence to support your points.

● Use a Team-based Tone: Express your concerns in a way that seeks to cooperate with
the school for the best outcome for your child. For example, "I noticed a discrepancy in
how the decision about reading services was recorded. Can we discuss this to ensure
we have a shared understanding?"

● Stay Focused on the Goal: Keep the conversation focused on securing the services and
support your child needs. Avoid personal criticism and stay goal-oriented.

● Follow Up in Writing: After any discussions, send a follow-up email summarizing what
was discussed and any agreed-upon steps to correct the documentation. This ensures
there is a written record of your efforts to address the inaccuracies.

Navigating discrepancies in meeting notes requires a balance of assertiveness, precision, and
professionalism. By approaching the situation with clear evidence, a collaborative mindset, and
a focus on your child’s needs, you can effectively advocate for accurate and fair documentation
of IEP meetings.

Guidance on Resolving Special Education Disputes
When parents face disagreements or challenges with their child's IEP team, they have a series
of steps they can follow, outlined in the Procedural Safeguards. If you do not know where your
copy of the Procedural Safeguards is located, you can either search for the document online,
search “[state name] IEP procedural safeguards,” or ask your child’s IEP Case Manager for a
copy. This sequence—mediation, state complaints, and due process hearings—is tailored to
address disputes efficiently, with each step designed to prioritize the child's best interests while
acknowledging the time-sensitive nature of these actions.

Beginning with Collaboration: Mediation and Facilitated IEP Meetings
The process begins with encouraging collaboration and dialogue through mediation and
facilitated IEP meetings, often resulting in swift and mutually satisfactory solutions.

● Mediation provides a private setting for discussing differences, aiming for a consensual
resolution. This step is confidential and fosters creative solutions centered around the
child's needs.
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● Facilitated IEP Meetings bring together the IEP team with the support of a trained
facilitator, focusing on the child’s IEP development or review. This promotes a shared
understanding and consensus.

Addressing Violations: State Complaints
If initial efforts don't lead to an agreement, filing a state complaint is the next step. This involves
formally raising issues about specific violations of special education law with the state education
agency, which typically has up to 60 days to investigate and mandate any necessary corrective
actions. This process addresses violations that occurred within one year prior to the complaint
filing, emphasizing the importance of timely action.

The Final Recourse: Due Process Hearing
As a last resort for resolving disputes, due process hearings provide a formal venue for a
detailed legal examination by an administrative law judge. In these hearings, parents have the
opportunity to contest issues that may have occurred up to two years before the complaint is
filed. This timeframe allows for a wider range of concerns to be addressed than is possible with
state complaints. However, the complexity, time commitment, and potential costs associated
with due process hearings mean they are typically considered by parents only after other
avenues, such as mediation and state complaints, have been fully explored.

Dispute Resolution Timelines
This structured and time-bound approach to dispute resolution offers families multiple avenues
for addressing their concerns, from the less formal mediation to the more intensive due process
hearing. Understanding the specific timeframes—state complaints for issues within one year
and due process for matters up to two years old—empowers parents to make informed
decisions about when and how to pursue each option.

PASEN plays a role in guiding families through this process, providing support, advice, and
advocacy to ensure that every child receives the education they deserve. By assisting families
at each step, from preparing for IEP meetings to assisting parents with navigating the
complexities of due process, we work to help families secure the best possible outcomes for
their children.

Conclusion
Navigating the path to ensure your child receives an appropriate education in line with the FAPE
mandate is crucial. Understanding the structured approach to dispute resolution—from
mediation and facilitated IEP meetings to state complaints and due process hearings—is key.
These steps, designed with specific timeframes in mind, empower you to address concerns
effectively and within the legal framework.

We encourage you to leverage PASEN's resources and support to guide you through this
process. Our organization is committed to equipping parents with the necessary tools and
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information to advocate for their child's educational rights. By accessing our guidance and
utilizing the support available, you are taking significant steps toward ensuring your child's
educational experience aligns with their needs and rights under the law. Together, we can
work towards meaningful educational outcomes for all children.

8



PA
S

E
N

_P
W

N
 Tracker for P

arents_June 2022

PW
N

 Tracker for Parents

N
am

e:_______________________________________________
Date: _____________________________

Proposed A
ccom

m
odation/M

odification/Request
A

ccept 
Reject

Reasons
Start 
Date

Responsible Person



PASENw
i t h

 E x c e p t i o n a l  N

e
e

d
s

P
a r

e n t  A
l l i a n c e  f o r  S t u d en

t s

PASEN
Parent Alliance for Students with Exceptional Needs

.org
2023C

2023c


	Week 10_Y1_IEP Documentation Strategies
	PASEN_PWN Tracker for Parents_June 2022 (5)
	Call_Log_PASEN_2023 (2)

