Q & A on How Special Education Meeting Facilitation Works:
Having a Facilitated Special Education Meeting

What happens after | request a Colorado Department of Education (CDE) Special
Education Meeting Facilitator?

o After afacilitator is assigned, they will reach out to the parents and the district with an
introduction of the facilitation process and a request for additional information through
the “Agenda Development Form.” You will be asked to return the completed form to
help the facilitator develop an agenda for the meeting.

e The Agenda Development Form provides the opportunity for IEP Team Members,
including parents, to give the facilitator information. The facilitator will use the
information to develop an agenda that meets the needs of the team and purpose of the
meeting.

o If the meeting has not been scheduled, the district will work with the family and
facilitator to schedule the meeting. This is the responsibility of the district.

e Anagenda will be developed by the facilitator and emailed to the team at least one day

before the scheduled meeting.

How are meetings with a facilitator different from typical IEP meetings?

e Your child’s special education meeting may look a little different with a facilitator.
o The facilitator will create the agenda for the meeting based on the feedback received

from the team.
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e The facilitator will usually stand at the front of the group. They will start the meeting
with a description of their role in the meeting, have the team introduce themselves,
confirm the agenda, and establish guidelines and structures for the facilitation.

o The facilitator’s focus will be to ensure there is meaningful participation for all team
members and group understanding.

o With the addition of a facilitator, aspects of the meeting could vary, such as timing and

structure.

What is the role of the facilitator during the IEP meeting? Are they a team member?

o The facilitator is not a team member or meeting participant.

e During the meeting, they will facilitate the discussion about the information being
shared.

e They will “chart” the conversation - meaning, they will document the conversation on
either chart paper or an available whiteboard. This provides a visual representation of
the conversation. This also helps keep track of questions or concerns to bring up later in
the meeting.

e The facilitator will ensure that questions are asked and answered. If questions remain at
the end of the meeting or are outside the scope of the Special Education/IEP Process,

the facilitator will help the team identify who will follow up.

Does the facilitator make decisions or give advice?

o The facilitator does not make decisions, give advice, or represent a side. Facilitators do

not serve as a content expert, nor do they assume the role of anyone on the team.
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Although facilitators work for CDE, they do not represent CDE and will not provide
guidance.

When the meeting is over, what does the facilitator do? Do they keep any
information?
o The facilitator will erase the notes, if on a whiteboard, or shred the chart paper before
leaving the meeting. The facilitator does not keep personally identifiable information.
Team members may take pictures of the charted information, but these do not replace
formal meeting minutes. The facilitator will review any items that need the team to
follow up. If the meeting is virtual, the facilitator will take a picture of the “charting”
they did during the meeting and email it to the team.
o The facilitator will send a thank you email with a survey. The survey is to provide
feedback about the facilitation experience and how they can improve their support to

parents and schools.

As a parent, what do | do after a facilitated meeting?

e Complete the survey so facilitators know what was helpful and if there are any
suggestions for improvements to the process.

e Follow up on any items that you need to with the team.

More information about Special Education Facilitation can be found on the Colorado

Department of Education’s website under Special Education Facilitation Information &

Frequently Asked Questions (FAQ).
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If you have questions about your situation, you can contact:
The Colorado Department of Education’s Office of Special Education question line:
Phone: 720-926-1453

Email: Parents ESSUquestions@cde.state.co.us

A Parent Advisor at PEAK Parent Center:

English and Spanish speaking Parent Advisors are available.
Phone: 719-531-9400

Email: parentadvisor@peakparent.org

This resource is provided for informational purposes to support collaboration in the IEP process
and does not necessarily represent the policy or views of CDE. PEAK Parent Center is not a legal
services agency and does not provide legal advice or legal representation. Any information
contained in this document is not intended as legal advice and should not be used as a

substitution for legal advice.
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