IEP Meeting Practice – What do you notice? 


	
	Yes or No? 
	Positive Examples or Suggestions for Improvements? 

	Prepare 

	Set a clear goal 

1. Was the purpose of the meeting explicitly stated at the beginning?
2. Did all team members seem aware of the meeting goals beforehand?
3. How did the facilitator ensure the goal remained central throughout the meeting?

	


	

	Right participants

1. Were all legally required members present (e.g., parent, LEA rep, gen ed teacher, special ed teacher)?
2. Was the student present or represented appropriately (especially for transition planning)?
3. Did any participants play a dual role (e.g., teacher also presenting assessment data)?


	


	

	Facilitate 

	Establish a welcome and positive tone 

1. How did the facilitator create a welcoming atmosphere?
2. Were all participants greeted and introduced?
3. Was there a tone of mutual respect and collaboration?

	



	

	Promote discussion, equal voice, and contributions 

1. Who spoke the most? Who didn’t speak at all?
2. How were quieter participants invited to contribute?
3. Were parents encouraged to share their perspectives and concerns?

	


	

	Maintain efficiency by consensus building and staying on task 
1. How did the facilitator redirect conversation when it veered off track?
2. What strategies were used to handle disagreement or differing opinions?
3. Was consensus sought before decisions were finalized? 

	



	

	Ensure members understand any data 

1. Were assessment results and progress monitoring data explained clearly?
2. Did the facilitator check for understanding or offer clarifications?
3. Were visual aids or examples used to support data discussion?
	



	

	Summarize what is accomplished 
1. Did the facilitator periodically summarize what had been discussed or decided?
2. Were summaries clear and did they include all key voices?

	



	

	Discuss follow up activities
1. Were next steps clearly outlined?
2. Who is responsible for follow-up actions?
3. Were timelines or deadlines assigned?
	


	

	Other 
1. How did the facilitator manage emotions or potential conflict?
2. How might this meeting format support increased parent engagement?

	


	



