
Record of Parent Contacts to 
Ensure Parent Attendance at IEP Meeting 

 

Student Name: : __________________________________________ 

 

No. Type of Contact Results of Contact Staff 
Initials 

1 �   Notice of  Meeting Sent    
�   Phone Call  
�   Note home with Student   
�   Note in Agenda  Book 
�   E-mail 
�   Home visit  
�   Place of employment visit 
�   Other ________________________ 

  

2 �   Notice of  Meeting Sent    
�   Phone Call  
�   Note home with Student   
�   Note in Agenda  Book 
�   E-mail 
�   Home visit  
�   Place of employment visit 
�   Other_______________________ 

  

3 �   Notice of  Meeting Sent    
�   Phone Call  
�   Note home with Student   
�   Note in Agenda  Book 
�   E-mail 
�   Home visit  
�   Place of employment visit 
�   Other_____________________ 

  

4 �   Notice of  Meeting Sent    
�   Phone Call  
�   Note home with Student   
�   Note in Agenda  Book 
�   E-mail 
�   Home visit  
�   Place of employment visit 
�   Other_____________________ 

  

 

 



 

 

 

Note: 

(1)   The school district must take steps to ensure that one or both of the parents of the child 
 are  present at each IEP team meeting, or afforded the opportunity to participate, 
 including: 
  (a)   Notifying parents of the meeting, in writing, no less than 10 school days prior to  
  the IEP team meeting (unless mutually agreed otherwise) to ensure they will  
  have an opportunity to attend, and no less than 5 school days prior to a meeting  
  to conduct a manifestation determination; and  
 (b)   Scheduling the meeting at a mutually agreed on time and place. 
  
(2)  A meeting may be conducted without a parent in attendance if the school district is 
 unable to convince the parents they should attend.   The district must keep a record of 
 its attempts to arrange a mutually agreed upon time and place, such as:  
 (a)   Detailed records of telephone calls made or attempted, and the results of those  
  calls;  
 (b)  Copies of correspondence sent to the parents and any responses received; and  
 (c)   Detailed records of visits made to the parent's home or place of employment  
  and the results of those visits.  
  34 C.F.R. § 300.322; 14 DE Admin Code § 925.22.0  
 


