Facilitator IEP Meeting Preparation & Facilitation Checklist
Preparation Checklist
☐ Gather relevant assessment data and student work samples
☐ Coordinate team member availability and send invitations
☐ Draft PLAAFP and preliminary goals (as appropriate)
☐ Send family an agenda/assessment results in advance
☐ Review IEP notes/logs from prior meetings
During the Meeting
☐ Welcome all participants and establish a positive tone
☐ Share the meeting goal clearly
☐ Ensure all voices are heard (especially parents/family)
☐ Check for understanding of data ("Does anyone need clarification?")
☐ Ask for agreement when key decisions are made ("Can we agree on this goal?")
☐ Redirect discussion to stay on topic, when needed
☐ Use summarizing prompts ("Our purpose today was...", "After reviewing data, we agreed...")
☐ Create a clear "to-do" list of next steps and assign responsibilities
After the Meeting
☐ Finalize and distribute IEP document to all required parties
☐ Schedule service implementation or follow-up meetings
☐ Document meeting notes, decisions, and follow-up tasks
☐ Monitor for service implementation and family communication
