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TITLE
Date

The meeting is being recorded.
	Time
	Welcome/Settle In

	(10min)
	Facilitator Opening Remarks
· IEP Meeting Purpose
Meeting Norms
· One person speaks at a time, avoiding interruptions 
· Stay on the agreed-upon agenda
· Treat everyone with respect
· Avoid Side Bars, including written notes
· Use a polite tone
· Treat all members as valued participants
· Work together to find solutions
· Honor Time Frame
Introductions
· Meeting Attendees
· Share Name, Title, and role 
Identify Roles/Responsibilities-
· Agenda, Meeting Norms, Facilitator of collaborative conversations, Parking Lot
· Time Keeper
· Note Taker (s)
Time Frame
· ____________
IEP Meeting Documentation
· Parent rights/Medi-Cal
· IEP meeting notice
· Participation signatures

	Time
	Discussion Items

	
	· Agenda item
· Agenda item 
· Agenda item

	Time
	Closing

	(10 min)
	REVIEW AGREEMENTS/ACTION ITEMS
· Identify follow ups by who and when 


Actions and Agreements will be on poster paper on the wall and captured in the notes. 
	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.

	
	










