
Preparing for the Case Conference Committee Meeting 

 

 

The IEP team meeting was created to provide a decision-making context for educators and parents 

that would enable them to review a student’s identified needs and develop an educational plan to 

provide special education programs and services that address those needs in an appropriate setting 

and that provide an “educational benefit”. (Klor, 2007) 

 

 

 

 

Determine the purpose of the case conference meeting 

Identifying the purpose of the meeting helps determine how to plan. The purpose 

impacts required participants and others to be included, the information to be gathered 

for the meeting, and even an estimation of how much time to set aside for the case 

conference committee to complete its work. 

 

           Case Conference Meeting Purposes 

 Initial Case Conference Meeting  

Determine eligibility 

Describe the program and services to meet student needs 

Develop a complete and compliant IEP, if eligible 

 

 Annual Review Case Conference Meeting 

  Review Evidence of Student Progress 

  Review IEP Goals 

  Present Proposed IEP Goals 

  Develop a complete and compliant IEP 

 

 Reevaluation Review Case Conference Meeting 

Determine continued, additional, or different area(s) of eligibility for services, or 

Consider additional student data 

  Review evidence of student progress 

  Review IEP goals 

  Present proposed IEP goals 

  Develop a complete and compliant IEP 
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 Review Case Conference Meeting  

 

  Review of progress, IEP goals or other information 

  Case Conference Committee makes determination(s) 

  Document the Case Conference Committee decision(s) 

 

 Manifestation Determination Case Conference Meeting 

  Review IEP, student records and other relevant information 

  Answer two questions: 

   Was behavior caused by the disability? 

   Was the IEP being implemented by the district as written? 

  Document the determination and any additional CCC decisions 

  

 Exit Case Conference Meeting 

  Final IEP meeting for students graduating or aging-out of services 

  Confirm diploma status, Certificate of Completion or aging out 

  Review postsecondary transition goals and activities 

  Transition to adult service agencies (if appropriate) 

  Present Summary of Performance and last IEP document 
 

(Adapted from Klor, 2007) 

 

 

Understand When the Case Conference Committee  

Must Meet: Compliance with Timelines 

A case conference committee meeting must convene in the following circumstances: 

To meet Article 7 timelines after an initial evaluation is conducted or after a 

reevaluation is conducted 

 At least annually to determine whether the student’s annual goals are being achieved  

To revise as appropriate, to address any lack of expected progress or the results of 

any reevaluation, including any additional data about the student; the student’s 

anticipated needs; or other matters 

When either the parent or the public agency believes a required component of the 

student’s IEP should be changed to ensure a free appropriate public education 
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Within ten (10) instructional days of the enrollment date of a student who has been 

receiving special education in another district or state 

Within ten (10) instructional days of a disciplinary change of placement to determine if 

the student’s behavior is a manifestation of the student’s disability 

To determine the interim alternative educational setting when public agency personnel 

remove a student to an interim alternative educational setting (unless the setting has 

been included in the student's IEP or behavioral intervention plan) 

At least every sixty (60) instructional days when the student is receiving services in the 

student's home or out-of-school location 

 

 

Determine participating Case Conference Committee (CCC)  
team members and clarify their roles 

 
Case Conference Committee roles required by Article 7: 

 

*Public Agency Representative or their Administrative Designee 

*Current Teacher of Record (for Initial Case Conference meeting teacher(s) licensed 
in the area(s) of suspected disability) 

*General Education Teacher 

*Multi-Disciplinary Team Representative (for an Initial Eligibility Conference)  

OR 

*For all other case conference meetings, an individual that has the ability to interpret 
presented data and its educational implications for the student. In the Indiana IEP 
system, this role is labeled Instructional Strategist. 

Parent, the legal guardian, assigned surrogate parent, or student the age of majority 

Student (Attends with permission of the parent. If not in attendance, school personnel 
must take other steps to ensure the student's preferences and interests are 
considered.) 

For children transitioning from Part C of the IDEA, a Part C Services Coordinator or 
representative (i.e. First Steps)  

  

* Article 7 allow all or partial excusal from attendance for these roles, with 
written consent of the parent prior to the CCC.  A required CCC member who 
has been excused (in whole or in part) must submit input into the development 
of the IEP in writing, prior to the conference, to the parent and CCC. 
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Other Case Conference Committee Participants to Consider: 

 

Teacher(s) of Service Note taker 

Related Service Provider(s) Interpreter 

School Counselor Translator 

Behavior Consultant Meeting Facilitator 

Representative of Non-Public School or 
facility 

Transition Agency/Adult Services 
Representative 

Representative of the Local Public Agency 
providing any of the student’s special 

education and related services 

Representative of State-Operated School or 
Facility 

 

 

Communicate with Parents and other team members to determine a  

mutually agreed upon time for the case conference meeting 

Sec. 2. (a) A CCC meeting must be scheduled at a mutually agreed upon date, time, and place. If a 
parent cannot attend in person, the public agency must use other methods to ensure parent 

participation, including an individual or conference telephone call or video conference. 

511 Indiana Administrative Code 7-42-2  

 

Creative ways to find Mutually Agreed upon Times for meetings 

Ask the parent for days of the week or times of the day that are most flexible; best 

times to contact the parent during the work day, etc.  This information can be gathered 

long before the need for a conference, such as with a welcome back to school 

communication, during parent teacher conference times, at Back to School nights, in a 

school newsletter, etc. Having a general idea of available times may be helpful when 

it’s time to schedule meetings. 

Offer a range of tentative times to parents, morning, mid-day, afternoon. 
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Notify parents of potential conference times as far in advance as possible to allow for 

scheduling, notifying employers, babysitter coverage, etc.  

Set aside several afternoon/evening time slots in advance for conferences for parents 

that are unable to meet during the traditional school day.  

Work with administrators to determine if stipends are available to staff for conferences 

scheduled outside of the school day and staff work hours. 

Explore flexible compensation hours for staff that must attend outside of their work 

day. 

Offer participation by phone or video-conferencing to parents and other staff 

members. 

 

 

Confirm the meeting time with parents and team members 

 

Document confirmation of the scheduled meeting in a Parent Contact Log.  

Document requests for excusal from required Case Conference Committee 
participants. Include request in the notice of case conference. 

Be aware!  Local policy can be more restrictive than Article 7 and may restrict required 
participants from requesting excusal from the case conference meeting. 

 
Send the Notice of Case Conference to parent(s) and other team members. 

Delivery of the Notice of Case Conference must comply with the Family Educational 
Rights Privacy Act (FERPA) protecting student confidentiality. 

 

 

Document receipt of parent written consent to excuse  
required participant(s) in the IEP 

 
Whether using an electronic IEP system or templates, have a process and procedure 
for documenting parent responses. 

 
If no written consent for excusals is received from the parent, the response defaults to 
no excusals from the meeting. 
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Gather Additional Information Needed for the Case Conference Meeting 

Review the student’s current IEP; verify that it is being implemented as written.  

Make note of any questions or concerns that should be brought to the CCC meeting. 

Talk with the student to obtain their view of their own progress in the last year. If 

appropriate, complete Transition Assessments for developing postsecondary goals.  

Solicit feedback on transition activities the student has participated in. 

Contact all Teachers of Service with specific questions about the student and progress 

on their IEP goals. Request information that shows evidence of student progress (or 

lack of progress) towards IEP goals and the content the student is learning.  

These staff members should be asked to provide current and accurate records and 

other sources of documentation that he or she believes may be needed by the Case 

Conference Committee in their deliberations and discussions. This information 

becomes evidence of the student’s current skills (Present Levels of Academic 

Achievement and Functional Performance).  A sample document for staff can be 

found in the Addendum. 

Gather most recent progress on goals data. 

Gather most recent formal assessment data. 

Solicit Parent and Student input on progress, strengths, and concerns. 

            Gather relevant medical information. 
 
 

Help Parents and Students Prepare for the  

Case Conference Committee Meeting 

Parents should be encouraged to prepare for their student’s upcoming case 
conference committee meeting. 
 
For an Initial Eligibility Case Conference meeting, Article 7 requires that parents 
receive the Notice of Initial Findings and Proposed Actions at least 5 days before the 
scheduled meeting.   
 
Parents may also request a review of the Educational Evaluation prior to the meeting.  
This allows opportunity to review and ask questions about the information before the 
case conference committee meets. 
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Suggestions for encouraging participation of parents and students 

 
Encourage parents to make a list of questions or topics they wish to discuss at the 

meeting. Incorporate them into the agenda or draft IEP. 

 

Identify an individual from the school that can be available to the parent to answer 

questions about the case conference process before they attend the meeting. 

 

Ensure that parents know they have the right to bring someone along to support them 

at the case conference. 

 

Provide parents and student ahead of time with a draft copy of the present levels, 

proposed goals and services to be discussed at the case conference. 

 

When a student will be participating in the meeting, have the teacher of record or 

another team member discuss the purpose and function of the case conference 

meeting, answer questions and listen to student concerns before the actual case 

conference. 

 

Assist the student in preparing a statement for the meeting. 

 

Assist the student in preparing to lead or facilitate their own case conference meeting. 

 

Article 7 requires parent participation in the case conference committee meeting.  

Evidence of this participation should be found in the IEP document.  Record parent 

reflections and concerns about student progress. Any parent requests should be 

documented along with the public agency’s response.  

 

 

Develop the Meeting Agenda 

 

Agendas:  

 

o Provide the structure or framework for the IEP process; 

o Assist the team in maintaining a focus on the work at hand; 

o Invite participation of all of the case conference committee members; and 

o Ensure all required components of IEP development are addressed by the team. 

 

The Teacher of Record or Case Conference Chairperson typically creates  

the agenda with input from the parent and other team members.  
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In addition to the Article 7 required meeting components, other topics may be  

added based upon the current needs of the student. 

 

A sample Meeting Agenda document can be found in the Addendum. 
 

 

Determine how parents will receive the Parent Survey  

information and make the survey available 

School personnel are required to make the Parent Survey information available to 

parents annually.  This may be most easily accomplished at the Annual Review 

Conference.   

Online access is now available to parents as well as a paper/pencil option.  Schools 

do not have access to the survey and cannot provide paper copies.  However, the 

school can direct parents to the Indiana Department of Education to request a paper 

copy.  The school may also provide the electronic survey link information or provide a 

computer in a private location for online completion of the Parent Survey. 

Remind parents that Parent Survey responses are anonymous. 

 

Have an Action Plan document available 

An Action Plan form is a way to record any tasks that are to be completed after the 

meeting.   

The Action plan should include the task or activity to be completed, the Case 

Conference Committee member or members responsible, the time line for expected 

completion and date the information is provided to the Case Conference Committee.  

All team members should be provided with a copy of the Action Plan. The Teacher of 

Record or Public Agency Representative is typically responsible for ensuring the tasks 

are completed a well as any subsequent follow up.  

A sample Action Plan Document can be found in the Addendum. 
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Diliberto, J.A., & Brewer, D. (2014). Six Tips for Successful IEP Meetings. TEACHING 

Exceptional Children, 47, 128-135. 

Indiana Administrative Code at 511 IAC 7-32 through 7-47. (2010). 

Insource website (2013). IEP/Case conference handouts. http://Insource.org/resources/IEP-

Meetings 

Klor, G. (2007). Leading Successful IEP Teams:  A guide to Managing the People and the 

Process. Horsham, PA: LRP Publications. 

Peter, M. (2009). Effective IEP Meetings: Tested Tips. The National Center on Dispute 

Resolution In Special Education. www.directionservice.org/cadre/testedtips.cfm 

Weatherly, J. (2015). IEP Season is Here! Are Your LEA Representatives Ready?  Some Tips 

for Avoiding Conflict and Running Smooth and Compliant IEP Meetings.  In CASE. Vol. 56 (3) 

January-February-March 2015. http://casecec.org/Documents/InCASE/Vol56_No3_Jan-

Mar2015.pdf 

 

 

 
  

http://insource.org/resources/IEP-Meetings
http://insource.org/resources/IEP-Meetings
http://www.directionservice.org/cadre/testedtips.cfm
http://casecec.org/Documents/InCASE/Vol56_No3_Jan-Mar2015.pdf
http://casecec.org/Documents/InCASE/Vol56_No3_Jan-Mar2015.pdf
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ADDENDUM  
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Sample Information to be gathered from  
Teachers of Service/General Education Teachers 

 

Dear Colleague, 

 

It is time to prepare for the annual case review for <student name>.  The purpose of 

this Annual Case Review (ACR) is to review student progress over the past year and to 

determine educational goals for the next year.  You provide critical information regarding 

our student’s growth over the past year. Please respond to the questions and requests 

below. Thanks for your input, 

 

Please return this information by:      

 

 Describe the student’s participation in your classroom activities. 

o Class discussions 

o Lectures 

o Independent work 

o Group tasks 

o Homework 

 

 Which accommodations of those selected in the IEP does <student> use in your class 

for activities, assignments, tests, or long term projects? (Accommodations are listed in 

the student’s IEP at Glance) 

 

 

 Is <student> mastering the skills taught in your content area? What work samples or 

evidence can you provide to the Case Conference Committee? Please provide these to 

the Teacher of Record. 

 

 

 What grade has <student> earned in your class at this time? What factors is the grade 

based on? 

 

 

 What would be important information for the Case Conference Committee to know as we 

plan goals and programming for the next year? Student strengths? Concerns? 

 

 Please attach or forward any student work samples to support the information you have 

provided 
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Sample Annual Case Review Agenda 
 

Welcome and Introductions of Team Members and their Roles 

Purpose of Meeting 

Notice of Procedural Safeguards Presented to Parent(s) 

Student Strengths 

Progress on Current IEP Goals (and postsecondary goals if applicable) 

Review of Transition Assessment Data (if student is of transition age) 

Student’s Present Levels of Academic Achievement and Functional Performance 

 *Functional Skills 

*Communication Skills 

 *Behavioral Skills 

 *Academic Skills 

 *Use of Accommodations and Impact on Performance 

Concerns of the Parent 

Reevaluation Discussion  

Identification of Educational Needs 

Review/Revision of Postsecondary Goals (if applicable) 

Proposed IEP Goals (and objectives if required) 

Provisions- Services and Appropriate Accommodations 

Rationale for Provisions 

State and Local Assessment Participation 

Least Restrictive Environment/Placement/Discussion of Potential Harmful Effects of the Placement and 

Services 

Rationale for Placement 

Other Considerations 

Review of Case Conference Notes/Completion of Action Plan 

Finalization of the IEP/Dissemination of Copies 
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Sample Action Plan 

 

CCC Meeting Date: ____________ Student:     Teacher of Record: ___________________ 
 
 
 
 

Task Person(s) Responsible 
Expected Completion 

Date 

Date 
Disseminated/Provided 

to CCC Team 
 
 
 
 
 
 
 
 
 
 
 
 

   

    

    

 


