
Effective Case Conference
Committee Meetings
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• Common issues that lead to negative 
meetings

• Preventative and fix up strategies for 
BEFORE the CCC

• Preventative and fix up strategies for DURING
the CCC

• Preventative and fix up strategies for AFTER
the CCC

Agenda
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Facilitated IEP Services

• The Indiana IEP Resource Center offers 
free FIEP services

• Facilitators have heard and observed case 
conference practices that have led to 
positive outcomes….

• And those that have been a barrier to 
positive outcomes

Presenter
Presentation Notes
Give a brief explanation of Facilitated IEP – neutral facilitator, no cost, parents and schools must both agree.
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• Communication

• Preparation

• Clarity

• Respect

• Transparency

Common Issues

Presenter
Presentation Notes
Communication – some of the issues are with limited or unclear communication, miscommunication, negative or heated communication.Preparation – room isn’t ready, haven’t booked a room, data not collected, gen ed teacher hasn’t been arranged, coverage not arranged, draft not prepared.Clarity – why are we meeting, what did you mean, how will that look…Respect – we are all on the same team and all have something to contribute to the processTransparency – hidden agendas, a sense of being coerced into agreeing to something, motivation behind decisions.



Before the Meeting

Presenter
Presentation Notes
Most of what we are going to talk about are basic, common sense strategies.  Unfortunately, common sense sometimes takes a back seat to time, stress, and competing things in our lives.  We will start with things that we can do before the meeting even happens to increase the odds that it at least starts out on the right foot.  
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• Plenty of notice

• Coordinate schedules, offer multiple dates

• Put it in writing – required by law

• We want/Need/MUST HAVE parent 
involvement – if the parent was not there, your 
meeting was not successful

Mutually agreed on time/place

Presenter
Presentation Notes
Create a calendar of dates for the year.  Figure out how long it typically takes to get a response and finalize plans for a meeting.  Put reminders on your calendar for when to start arranging.  Make solid efforts to get the parent there – or to have them participate by phone or by skype.  Parent absolutely not coming?  Get some input for key questions before the meeting to add to the discussion.  Parent involvement is critical.  Mutually agreed upon – not one sided.  If this is likely to be a difficult issue – start earlier.  Send written notice (with all the required pieces).  An email doesn’t typically include all the requirements.  The date you finalize the notice is recorded in IIEP.
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• Get a clear time commitment from the parents 
first, then see what the remainder of the 
participants can manage for a maximum 
meeting length

• Make sure to revisit meeting length when you 
present/develop the agenda at the meeting

Mutually agreed on time/place (cont.)
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Will this be an ACR?

Is this a manifestation?

Are we discussing an evaluation?

Be clear about the purpose of the meeting in 
your communication with the parent and on the 
written notice.

Purpose of the meeting 

Presenter
Presentation Notes
Why are we meeting?  Who needs to be there?  What data are needed?  Be clear on both ends.  Parents don’t like surprises, neither do school personnel.  Schools need to ask questions of the parent when arranging the meeting.
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• Ensure all legally required roles are filled

• Clarity of roles
Train staff
Tell them what data to collect and bring to the 
meeting
Never, NEVER have a staff member attend 
that says “I don’t really know your child.” Or “I 
am not sure why I am here.”

Who needs to be there?

Presenter
Presentation Notes
General education teachers will add more to the meeting when they understand the purpose for their participation.  Avoid using the “legal requirement” argument.  Explain what you need – report on classroom behavior, current performance in class, how much help the student needs, what additional accommodations might be helpful, how an aide is being used in the classroom, etc.Excusal form…talk about the requirements for written documentation of the excusal and written input from the person excused for development of the IEP.
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• Don’t be so quick to ask for an excusal (gen 
ed in particular)

• If anyone is not able to stay – let the parents 
know in advance (not at the start of the 
meeting or during the meeting)

Written excusal for required members
Courtesy for non-required members

Who needs to be there? (cont.)
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• Lawyers
• Advocates
• Other service providers
• Other friends/family
• Interpreters
• Parents don’t have to inform, but it helps to 

know what kind of space you need
• Schools can also invite other needed people

Who might also be there?

Presenter
Presentation Notes
In general, the more people attend the meeting, the more opinions there are, the more likely that opinions will be different, the more difficult the meeting, and the longer the meeting.  It is not about building a bigger team or having more people on your side, it is about having the right people invited with good information about the student and the disability that will lead to an appropriate plan for the student.
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• Enough chairs for all at the table – no one in 
the back pews

• Comfortable – temperature, light, room to 
move, clutter-free

• Same sized chairs for all

• Prepare the room beforehand

• Will you need wall space?  A screen?  Access 
for a student, staff, or parent in a wheel chair?

Meeting space



Room arrangement

Everyone on even ground
Encourages eye contact

But…
No single focal point
Not good for seeing 
charts, projection

Most people on even 
ground – careful who is 
seated at the end
Encourages some eye 
contact
But…
No focal point
Difficulty communicating 
when too far away from 
each other

View of a screen or charts
May reduce some conflict 
between members 
farther away from each 
other
Great for facilitated 
meetings
But…
More difficulty with eye 
contact
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• Summarize outside reports

• Charts/graphs

• Collect any data that needs to be collected

Prepare information for the conference
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• Put draft info into the IEP – don’t spend all the 
meeting time typing

• If you are not preparing a draft – at the very 
least remove the old information from the IEP
• Last year’s IEP is not a draft for this year

Prepare information (cont.)
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Reports
Summaries
Progress information
IEP drafts
Specific agenda

Remember that the IEP meeting should not be the 
first time that case conference committee members 
hear about something that might cause a negative 
reaction or that might need time for processing – no 
sneak attacks

Any information that needs to be given 
in advance?



During the Meeting

Presenter
Presentation Notes
Now you have established a solid foundation for the meeting.  Let’s talk about specific actions during the meeting that can help keep things moving in a positive direction and keep committee members working toward a common goal – an appropriate plan for the student.
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Greet parents or other visitors at the front office

Make sure the front office staff know who to 
expect

Parents shouldn’t be the last to be ushered in to 
a full room

• Consider having at least two staff go to meet the 
parents or a staff member and the student when 
appropriate.

Greet me
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Parent seating is very important
• Able to see and communicate with everyone
• Able to see screen if projecting
• Not at the head of a table – not on display
• Not separated from other parent, parent guest, or 

student (unless this is requested by the parent)

Remember that room arrangement and seating 
should promote positive communication, establish 
equal status among committee members, and 
provide a welcoming environment

Seat me

Presenter
Presentation Notes
Occasionally two or more parents attend who are not on good terms.  You may need to discuss this in advance and determine whether everyone can be in the same room or whether someone might want to participate by phone.  
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• Water, coffee, snack??

• Consider the anticipated length of the meeting 
and the time of day

• Have extra pens, notepads available

Be welcoming

Presenter
Presentation Notes
Sometimes parents walk in and everyone has a notepad out or computer out and they are already at a disadvantage.  Think about parents who bring other children with them.  Is there a way to help with this?  (coloring books, fruit snacks, dvd player with headphones)
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Have each person (including the parents and the 
student if present) introduce him/herself, and 
state his/her role

Be sure to use the same level of formality with 
everyone – keep it formal or keep it casual, but 
keep it consistent.

Determine if there are other roles that need to be 
assigned (note taker, time keeper)

Introductions
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• Present it or develop it

• Needs the framework for the meeting – you 
determine the level of detail

• Post it on the wall or have copies

• Get agreement

• Stick to it – use it as a tool to keep the meeting 
focused

Agenda
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Keep the ground rules short, clear, and positive

May need to alter, depending on the group

Get agreement on the ground rules – can’t enforce 
them if we haven’t agreed to them

Suggestions: (add, delete, change)
• Listen respectfully
• Share information openly
• Ask questions
• Stick to the agenda
• One person talks at a time

Ground rules
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Respect everyone’s time
• Be prepared, start on time, end on time, keep the 

meeting solely focused on this student

Respect everyone’s input
• Not all input is good, but respect the perspective
• Make eye contact
• Use appropriate nonverbals
• Stay off your phone or email

Eliminate side-bar conversations

Mutual respect
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Yes, actually talk about it

Know when you must provide the notice of procedural 
safeguards

Know how to explain them to parents and offer to give a verbal 
explanation

• While this is not required by Article 7, it helps to establish 
transparency and trust

• In the Article 7 definition of consent, it states “The parent has 
been fully informed, in the parent's native language or other 
mode of communication, of all information relevant to the activity 
for which consent is sought. “

• Many parents are not fully informed by simply giving them a 
paper copy

Let’s talk about the Notice of Procedural 
Safeguards
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Regardless of whether you project or do not, it is 
advisable to work on the IEP right there in the 
meeting

If you do not, somebody needs to be keeping 
careful notes – transparency

Always note any parent concerns, no matter how 
big or how small, in the IEP

To project or not to project?
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One of the biggest complaints that parents have 
is that the IEP they receive does not reflect what 
was said or decided in the meeting

Accepting or not accepting the IEP sometimes 
hinges on wording of goals or accommodations –
decide as a group and write it down verbatim

To project or not to project? (cont.)
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Use respectful language

Avoid acronyms, jargon

Use factual, data-based examples when describing 
student performance rather than opinions 

Make sure information is current and is descriptive

Be positive, but be realistic
• If there are negatives, make sure you balance with 

positives
• Do not mislead by sugarcoating

Choose your words carefully
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You must go through the entire IEP process

The process in IIEP is presented in order for a 
reason – never start talking about placement before 
reviewing present levels and then developing goals

You may talk about some sections in more detail 
than others, but don’t gloss over anything.  

• Parents might assume you are hiding something if you 
say “we don’t need to talk about that part” or “that 
doesn’t apply to Jimmy”  

• Instead state the reasons why it doesn’t need more 
discussion, such as “Jimmy is not deaf or hard of 
hearing.  English is his native language.”

Follow the IEP Process
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Use a parking lot if needed for other issues or to 
record issues that fall later in the IEP process –
keeps you following the agenda

This acknowledges that you will either discuss 
them later in the meeting or that they will be 
addressed outside of the meeting

• Validates the speaker
• Keeps to the agenda
• Establishes trust in the IEP process

Parking Lot
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There are a variety of techniques for facilitating 
productive conversations in meetings and handling 
differences:

• Red-Yellow-Green
• Timed Talk
• Walk-and-Talk
• Columbo
• Brainstorming
• Advantages and Limitation
• Restating verbatim
• Reflecting
• Accept/Legitimize/Deal With/Defer

Use techniques for handling differences 
of opinion
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Techniques for continuing the momentum of the 
meeting:

• Getting off track? Use your agenda and 
groundrules

• Discussion going nowhere? Major 
roadblocks? Extreme tension? State the 
obvious – acknowledge the elephant

• Questions or concerns? Boomerang

Stuck?
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Humor
• Used carefully, humor can be a tension breaker
• You must be careful not to offend, not to belittle a 

person’s concerns
Accept and legitimize

• Acknowledge an idea or concern 
• Write it down
• Repeat it back to the group
• This does not mean that the group agrees….yet

Still stuck?
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Many times you can anticipate the issues that 
may be problematic

Have some ideas in advance, but be open to 
other ideas

• Could look at each option  as a group during the 
meeting for advantages and limitations of each 
option

• Do not propose an idea that you will not be able to 
implement or that you do not believe is appropriate 
for the student

If sticking points known in advance, 
develop possible options
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Data provides a clear picture of where we are and 
where we need to go

Good data helps to reduce emotionally based 
decision making

If you cannot make a decision based on the data you 
have….

• You may need more data.
• What kind of data?
• Do we need to consider a reevaluation?
• What do we do in the meantime?

Data driven decision making
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Breaks can be a helpful tool
• Physical needs
• Cool off time
• Process time
• Get answers for questions
• It is okay to respond to a question with “I don’t 

know” and take a quick break to find out the answer
• Walk-and-talk

Breaks
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Find a way to get participation from all 
participants

• Check in for agreements
• Don’t assume that silence equals agreement
• Ask for input
• Thumbs up/down
• Red-yellow-green

Environment should be welcoming and 
nonthreatening

Physical presence ≠ participation
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Review the work you have completed
Complete any paperwork, signatures if 
applicable
Clarify any action steps that need to be taken 
and who will be responsible

• Most information will simply be part of the IEP
• Determine if an additional action plan should be 

developed
• If so, make sure to provide a copy of the action plan 

to anyone who is listed as having a responsibility 
on the plan

Meeting conclusion
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End on time (or decide as a group what to do 
next)
Thank everyone for their participation and 
contribution to the meeting
Walk parents out

• Let them know what happens next
• When should they expect the written notice (IEP)
• Mail, email, backpack, fax???

Courtesy



After the Meeting
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Parents must receive a copy of the written notice (in 
this case the IEP) within 10 business days

• This is critical at the end of the year or when you have a 
meeting just prior to a holiday or break

For IEPs subsequent to the initial IEP, the IEP is 
implemented on the 11th instructional day after the 
parent receives the copy of the IEP if it is not signed 
(this could end up being as much as four weeks after 
your meeting)

• If you are making a change that needs to occur right 
away, provide the copy immediately and have the parent 
sign to indicate an earlier implementation date

Written notice

Presenter
Presentation Notes
Receive is a key word.  You cannot mail it on the 10th day – it has to be in their hands by the 10th business day.  Business day is not the same as instructional day.  Basically if the bank is open, it is a business day.  This is important for meetings held the last day of school before the end of the year or before Christmas break.
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May want to include a personal thank you to 
parents with their copy of the IEP

Students could write thank you notes to their 
case conference committee participants as an 
extra credit assignment

How you end this year’s meeting sets the stage 
for next year (or sooner)

Thank you!
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Want to know how the meeting went?
• Ask the parent
• Ask colleagues who attended
• Ask the student
• Develop an evaluation tool

What went well?  What would you do differently?

Periodically ask for some feedback to improve 
your own practices

Feedback and evaluation
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Please visit our website at www.indianaieprc.org
for other training opportunities, resources, and 
contact information.  We regularly update the 
website with new information and resources.

You can also keep current with information on 
Facebook by liking us at 
https://www.facebook.com/indianaieprc. 

Indiana IEP Resource Center

http://www.indianaieprc.org/
https://www.facebook.com/indianaieprc
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