
 
 
 
Case Manager Expectations for IEP Meetings: 
 
- Case Manager Check List before IEP Meetings 

o Be sure to complete all items on Case Manager Check List given by Mrs. McKinney.  
o You are expected to begin implementing the Case Manager Check List the week of 

October 15th.  
o If you have questions about the Check List, please see Mrs. McKinney immediately. 

 
- IEP Meetings (before) 

o McKinney will send the first notice to the families and the case managers are 
supposed to send the second notice. We will begin to be in compliance with this 
legal standard.   

o Be sure to contact parents once the IEP meeting is scheduled and after you have 
sent the second notice to confirm their attendance (either in person or on the 
telephone)  

o Be sure you are familiar with the student and his/her prior achievement prior to the 
IEP meeting. The one on one transition meeting you have with the student would be 
a good time to get to know the student. 

o Prior to the meeting, case managers should visit with general education teachers to 
discuss change of placement, effectives of common accommodations, discuss if the 
general education teachers feel there should be a change in present 
accommodations.  

o Contact assigned general education teacher prior to the ARD to ensure they will be 
attending.  
 

- IEP Meetings (day of) 
o Come equipped with all things outlined on the Case Manager Check List. For 

example, include individual student score reports when you come to IEP meetings.   
o Come equipped with paperwork, records, and other pertinent information. Mrs. 

McKinney will need her laptop to record the findings and will not be able to 
relinquish her laptop. 

o Be on time. Report to the office to escort parents to IEP meeting and send for 
student to attend meeting to discuss transition. 

o Stay on topic with the agenda and keep in mind that IEP meetings must begin and 
end within one 45-minute class period.   

o Please do not use the IEP meeting as an opportunity to address a wide array of 
issues that are not relevant to addressing the academic and behavior needs of our 
students.   
 

- Post IEP Meetings 
o Ensure teachers have copies of updated IEPs of students 



o Ensure students receive and use assigned supplemental aids in their classrooms and 
on tests. 

o If any of your students are to test online, it is the case manager’s responsibility to 
provide practice opportunities and go through the various content and language 
supports available with the students on your case load. 

 


