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The Team Chair Toolkit

Leading IEP Meetings with Confidence, Clarity, and Care

Purpose

The Team Chair sets the tone for every IEP meeting. A strong chair ensures meetings are
organized, student-centered, and equitable, while keeping the process compliant and the team
collaborative. This toolkit provides scripts, checklists, and facilitation tools to help chairs
balance legal precision with human connection.

The Role of the Team Chair

Core What It Looks Like
Responsibility

Facilitation Keep the meeting focused, fair, and efficient.

Compliance Ensure every required team member is present and every procedural
step completed.

Communication Maintain clarity and neutrality during difficult conversations.

Documentation Verify that all forms, minutes, and decisions reflect the discussion
accurately.

Culture Model empathy, collaboration, and respect for all voices.

Before the Meeting
Task Action Tool/Tip
Prepare Draft and share ahead of time with all Include goal review, data
Agenda team members. updates, and parent input first.
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Review Data Know the student’s progress, concerns, Highlight growth areas to start
and service delivery data. positive.
Confirm Ensure required members (parent, gen ed, | Reschedule if quorum not met.
Attendance spec ed, LEA, eval staff) are present.
Set the Tone Email a short “preview” to family Reduces anxiety and builds
outlining purpose and topics. trust.
During the Meeting

Team Chair Script Framework

I.

Welcome & Purpose:
“Thank you for joining today. We’re here to discuss [Student Name]’s progress and
update the IEP based on data and team input.”

Review Agenda:
“We’ll begin with parent input, then progress data, new goals, and services.”

Establish Ground Rules:
“We’ll speak one at a time, focus on solutions, and ensure everyone’s perspective is
heard.”

Balance Voices:
Invite quieter members or families to share:
“I’d love to hear your perspective on how this looks at home.”

Summarize Often:
“Here’s what I’m hearing so far...”

Clarify Decisions:
“To confirm, the team agrees that speech services will increase from 2x30 to 3x30 per
week.”

Close with Action Steps:
“We’ll finalize the draft within five school days. Thank you for your collaboration.”
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Difficult Conversations: De-Escalation Tips

e Stay Neutral: “I can see both perspectives; let’s look at the data together.”
e Validate Emotion: “It sounds like this has been frustrating—you’re not alone in that.”
e Redirect to Purpose: “Let’s come back to what’s best for [Student].”

o Keep Meetings Timely but Human: Schedule follow-up if discussion goes off-track.

Documentation Essentials

Form/Section What to Verify
Attendance Page | All required roles signed, including parent/guardian.
Parent Input Reflected accurately, not summarized from the school lens.
PLAAFP Updated with current data and strengths.
Goals Measurable, linked to need, and progress reporting method noted.
Services Frequency, duration, and setting clearly defined.
Notes Summarize decisions objectively—avoid subjective commentary.

Common Pitfalls & Fixes

Pitfall Fix

Meetings run long and Use timed agenda and parking lot for unrelated issues.
off-topic
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Parent feels unheard

Begin with family input; paraphrase to confirm understanding.

Disagreement escalates Pause, validate, refocus on shared goals, or schedule a second
meeting.
Staff unclear on next steps End with clear assignments and timelines.

Meeting Debrief Template

Area

Reflection Prompt

Team Dynamics

Did every voice contribute meaningfully?

Clarity Were all decisions clearly summarized and documented?
Tone Did the meeting feel collaborative and respectful?
Follow-Up Who is responsible for next steps?

Action Starter

e Choose one upcoming IEP meeting to pilot a structured agenda and script from this

toolkit.

e Afterward, complete a quick self-reflection using the Debrief Template above.

e Note what helped most in balancing compliance and connection.
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