Facilitated IEP Meeting Checklist
Meeting Preparation (1 to 2 weeks prior)
· Complete SELPA ADR consent form
· Update SELPA ADR log
· Communicate and connect with family/advocate
· Communicate with staff
· Consider coaching/prep call with family/advocate
· Consider coaching/prep call with staff
· Utilize stock norms and tweak as you identify barriers while in communication with family and staff
· Build the agenda using information gathered in the pre-work/communication:
· Meeting Purpose
· Parent Concerns & questions
· Requests
· Staff concerns
· Share the draft agenda with family/advocate (watermark draft) ahead of time
· Share the draft agenda with staff ahead of time
· Encourage staff to share IEP, document, other, etc prior to meeting to allow for meaningful participation
· Clarify that staff are clear on their role, the agenda, and are prepared to show up in the space


Meeting Preparation (day before)
· Clarify location, date, and time
· Notify staff/location of your early arrival time
· Confirm the room will be available early for setup
· Determine how many will be in attendance
· Ensure all of the key members are there (based on agenda items)
· Gather your supplies
· Print agendas (one for each member)
· Prep giant poster papers (highly recommended- use for visual, organizational, and emotional support-creates cohesion and a sense of collaboration)
· Agenda
· Meeting Norms
· Actions/Agreements (Agreements, actions, and follow-ups determined by the IEP team. Completion date and by whom shall be documented on this plan)
· Parking Lot (A place to document concerns that are important, however, they are not on the agreed-upon agenda, or they are not an IEP team decision,  and will need to be addressed at a later time.)

Meeting Preparation (day of)
· Arrive 30 minutes early
· Set up the space
· Correct number of chairs for attendance
· Organize tables and chairs
· Room temperature
· Seating arrangements
· Poster paper view (if using)- ideally, family faces them
· Technology if needed
· Water available (check with hosting team) 
· Tissues/Kleenex available (check with hosting team) 
· Subtle tone setting
· Prepare your energy and mind
· Smile
· Create warmth and greetings/welcomes/and informal introductions and small talk as folks enter the room
· Determine when and how the family will enter the space. What does inclusion look like for this? Who will greet them?


Meeting Follow-Up  (1 day to 1 week after)
· Update SELPA FIEP log
· Connect with the school team to review: 
· Any action item completion reminders
· Provide feedback about the process/ their participation  
· Seek feedback from them on the effectiveness of facilitation 
· Connect with family to review 
· Any action item completion reminders
· Provide feedback about the process/ their participation  
· Seek feedback from them on the effectiveness of facilitation 
· Schedule any next steps or meeting dates 
· Debrief/reflect with SELPA ADR team, indicating glows and grows 


