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RECORD REVIEW CHECKLIST
Part B Record Review Standards

This Record Review Checklist is a guide for conducting record reviews and is meant to be advisory only and does not represent a written, official position of the Minnesota Department of Education (MDE). This checklist is not inclusive of the district’s legal obligations. School districts and individuals are charged with notice of laws based upon publication, regardless of the content of this document.

Timelines
	Directions: Use the following fields to assist in dete rmining citations for the below:

	Date of Notice of Evaluation:
	/            /

	Date Permission Received:
	/            /

	Date of PWN for IEP:
	/            /

	Date of IEP Meeting:
	/          /

	Date of Previous IEP Meeting:
	/           /


	4.2.3 Annual Review of IEP

	
	The IEP Team reviews the child's IEP periodically, but not less than annually, to determine whether the annual goals for the child are being achieved; and revises the IEP, if appropriate.

34 .F.R. § 300.324(b)(1)(i)(ii)
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	District Reviewer Comments: 




Notification

	4.2.2 Ensuring Parental Attendance at Meetings



	
	A - Each public agency must take steps to ensure that one or both of the parents of a child with a disability are present at each IEP Team meeting or are afforded the opportunity to participate, including notifying parents of the meeting early enough to ensure that they will have the opportunity to attend.

34 C.F.R. § 300.322(a)(1)
If parents attend, neither is a concern.


	
	B - Each public agency must take steps to ensure that one or both of the parents of a child with a disability are present at each IEP Team meeting or are afforded the opportunity to participate, including scheduling the meeting at a mutually agreed on time and place.

34 C.F.R. § 300.322(a)(2)
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	District Reviewer Comments: 



	4.10.1 Contents of Prior Written Notice for IEP/IIIP



	
	A - The notice must include a description of the action proposed or refused by the agency.

34 C.F.R. § 300.503(b)(1)



	
	B - The notice must include an explanation of why the agency proposes or refuses to take the action.

34 C.F.R. § 300.503(b)(2)



	
	C - The notice must include a description of other options that the IEP Team considered and reasons why those options were rejected.

34 C.F.R. § 300.503(b)(6)



	
	D - The notice must include a description of each evaluation procedure, assessment, record, or report the agency used as a basis for the proposed or refused action.

34 C.F.R. § 300.503(b)(3)



	
	E - The notice must include a description of other factors that are relevant to the agency's proposal or refusal. 

34 C.F.R. § 300.503(b)(7)



	+
	F - The notice must include sources for parents to contact to obtain assistance in understanding the provisions of this part.

34 C.F.R. § 300.503(b)(5)


	
	G - The notice must be written in language understandable to the general public.

34 C.F.R. § 300.503(c)(1)(i)
Watch abbreviations

	
	H - The notice must be provided in the native language of the parent or other mode of communication used by the parent, unless it is clearly not feasible to do so.

34 C.F.R. § 300.503(c)(1)(ii)


	+
	I - The notice must include a statement that the parents of a child with a disability have protection under the procedural safeguards of this part and, if this notice is not an initial referral for evaluation, the means by which a copy of a description of the procedural safeguards can be obtained.

34 C.F.R. § 300.503(b)(4)


	+
	J - The notice must inform the parents that the school district will not proceed with the initial placement and provision of services... without prior written consent of the pupil's parents.

Minn. R. 3525.3600 (A)


	+
	K - The notice must inform the parents that except for the initial placement and provision of services, the district will proceed with the proposed placement and provision of services unless the parents object in writing on the enclosed response form or otherwise in writing within 14 calendar days after the receipt of the notice.

Minn. R. 3525.3600 (B)


	+
	L - The notice must inform the parents that if they refuse to provide prior written consent for initial evaluation or initial placement or object in writing to any proposal, or if the district refuses to initiate or change the identification, evaluation, or educational placement or the provision of a free appropriate public education to the pupil, the parent may request a conciliation conference.

Minn. R. 3525.3600 (C)
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	District Reviewer Comments: 



	4.11.2 Notice of IEP Meetings and Subject Matter For IEP/IIIP

	
	The notice must indicate the purpose, time, and location of the meeting and who will be in attendance.

34 C.F.R. § 300.322(b)(1)(i)
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	District Reviewer Comments: 



	4.11.5 Parental Consent

	
	A - A public agency that is responsible for making FAPE available to a child with a disability must obtain informed consent from the parent of the child before the initial provision of special education and related services to the child.

34 C.F.R. § 300.300(b)(1)

.


	
	B - The district will proceed with the proposed placement and provision of services unless the parents object in writing on the enclosed response form or otherwise in writing within 14 calendar days after the receipt of the notice.

Minn. R. 3525.3600 (B)
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IEP/IIIP Standards
	Directions: For each area, review legal requirement and mark item if record is NOT in compliance, checking all that apply. Then select final compliance status for that area. If one or more legal requirements are checked as not in compliance, the final compliance status would be NOT In Compliance. 


	4.1.3 Team Members


	
	A - The IEP Team for each child with a disability includes the parents of the child.

34 C.F.R. § 300.321(a)(1)


	
	B - The IEP Team for each child with a disability includes not less than one regular education teacher of the child (if the child is, or may be, participating in the regular education environment).

34 C.F.R. § 300.321(a)(2)


	
	C - The team member licensed in a pupil's disability shall be responsible for conducting the pupil's evaluation and participating at team meetings when an IEP is developed, reviewed, or revised. 

Minn. R. 3525.2350, Subp. 3


	
	D - The IEP Team for each child with a disability includes not less than one special education teacher of the child, or where appropriate, not less than one special education provider of the child.



34 C.F.R. § 300.321(a)(3)


	
	E - A child with a disability must be invited to attend the IEP Team meeting if a purpose of the meeting will be the consideration of the postsecondary goals for the child and the transition services needed to assist the child in reaching those goals.

34 C.F.R. § 300.321(b)(1)


	
	F - To the extent appropriate, with the consent of the parents or a child who has reached the age of majority, a representative of any participating agency that is likely to be responsible for providing or paying the transition services must be invited to attend the meeting.



34 C.F.R. § 300.321(b)(3)


	
	G - The IEP Team for each child with a disability includes a representative of the public agency who is qualified to provide, or supervise the provision of, specially designed instruction to meet the unique needs of children with disabilities; is knowledgeable about the general education curriculum; and is knowledgeable about the availability of resources of the public agency. District Rep
34 C.F.R. § 300.321(a)(4)


	
	H - A representative of the private school or facility attends the meeting and if the representative cannot attend, other methods are used to ensure participation by the private school or facility, including individual or conference telephone calls.

34 C.F.R. § 300.325(a)(2)


	+
	I - If the team determines that it may be appropriate to consider placement options outside of the resident district, representatives from the outside district, agency, or academy must be invited to attend a team meeting as a participant to complete an appropriate IEP for the pupil including the needs, goals, objectives, services, and placement of the pupil.

Minn. R. 3525.0800, Subp. 3


	
	J - In the case of a child who was previously served under Part C, an invitation to the initial IEP Team meeting must, at the request of the parent, be sent to the Part C service coordinator or other representatives of the Part C system to assist with smooth transition of services.

34 C.F.R. § 300.321(f)
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	District Reviewer Comments: 



	4.3.1 Present Levels of Academic Achievement and Functional Performance (PLP)

	
	The IEP includes a statement of the child's present levels of academic achievement and functional performance, including how the child's disability affects the child's involvement and progress in the general education curriculum (i.e. the same curriculum as for nondisabled children); or for preschool children, as appropriate, how the disability affects the child's participation in appropriate activities. 

34 C.F.R. § 300.320(a)(1)
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	District Reviewer Comments: 



	4.3.2 Short and Long Term Goals and Objectives

	
	A - The IEP includes a statement of measurable annual goals, including academic and functional goals.
34 C.F.R. § 300.320(a)(2)(i)


	+
	B - A statement of measurable annual goals, including academic and functional goals designed to--Meet the child’s needs that result from the child’s disability to enable the child to be involved in and make progress in the general education curriculum. 
34 C.F.R. § 300.320(a)(2)(i)(A)


	
	C - The IEP includes a statement of measurable annual goals, including academic and functional goals designed to-- Meet each of the child's other education needs that result from the child's disability.
34 C.F.R. § 300.320(a)(2)(i)(B)


	
	D - The IEP includes a statement of measurable annual goals, including benchmarks and short-term objectives…..
Minn. R. 3525.2810, Subp. 1 (A)(2)
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	District Reviewer Comments: 



	4.3.3 Least Restrictive Environment

	
	The IEP includes an explanation to the extent, if any, to which the child will not participate with nondisabled children in the regular class and in extracurricular and nonacademic activities.
34 C.F.R. § 300.320(a)(5)
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	District Reviewer Comments: 



	4.3.4 Special Education and Related Services


	
	A - The IEP includes a statement of special education and related services…based on the peer- reviewed research to the extent practicable, to be provided to the child, or on behalf of the child, …

34 C.F.R. § 300.320(a)(4)


	
	B - The IEP includes a statement of… supplementary aids and services based on the peer- reviewed research to the extent practicable, to be provided to the child, or on behalf of the child, …

34 C.F.R. § 300.320(a)(4)


	
	C - The IEP includes a statement of…the program modifications or supports for school personnel.
34 C.F.R. § 300.320(a)(4)


	
	D - The IEP includes a statement of the pupil's need for and the specific responsibilities of a paraprofessional.
Minn. R. 3525.2810, Subp. 1(A)(10)


	
	E - The IEP Team must consider whether the child needs assistive technology devices and services.
34 C.F.R. § 300.324(a)(2)(v)


	
	F – The objective of any behavioral intervention must be that pupils a behavioral intervention must be that pupils acquire appropriate behaviors and skills. It is critical that behavioral intervention programs focus on skills acquisition rather than merely behavior reduction or elimination.

Minn. R. 3525.0850

34 C.F.R. 300.324(a)(2)(i)
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	4.3.5 When IEP Must Be In Effect

	
	A - The IEP includes the projected date for the beginning of the services and modifications.
34 C.F.R. § 300.320(a)(7)


	
	B - The IEP includes the anticipated frequency, location, and duration of those services and modifications.
34 C.F.R. § 300.320(a)(7)
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	District Reviewer Comments: 



	4.3.7 Progress Reporting

	
	A - The IEP includes a description of how the child's progress toward meeting the annual goals will be measured.

34 C.F.R. § 300.320(a)(3)(i)
Goal page: Checklist or observation – not “special education teacher”


	
	B - The IEP includes a statement of when periodic reports on the progress the child is making toward meeting the annual goals (such as through the use of quarterly or other periodic reports, concurrent with the issuance of report cards) will be provided.

34 C.F.R. § 300.320(a)(3)(ii)
Page 1: They care counting frequency as sufficient


	
	C - The IEP includes a statement of how the pupil's parents will be regularly informed by such means as periodic report cards, at least as often as parents are informed of their nondisabled student's progress;
Minn. R. 3525.2810, Subp. 1(A)(9)
Page 1: Frequency


	
	D – The IEP includes a statement of the extent to which that progress is sufficient to enable the pupil to achieve the goals by the end of the year.

Minn. R. 3525.2810, Subp. 1(A)(9)
Progress Report: Check box


	
	E – The IEP includes a statement of the pupil’s progress towards the annual goals.

Progress Report: Progress Notes
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8.1.11
Part B Record Review Checklist
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