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L JB TOOL FOR IEP MEETINGS

Pause Before You Begin

Close your laptop or turn away from your screen.
Take a breath and focus on being fully present.
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Greet each person warmly—as a human first, not a role.

Make Meaningful Introductions

Go beyond name and title—share your role in supporting the
student.

Invite others to introduce themselves and share their connection to
the student.

Model sharing pronouns and offer a brief visual description of
yourself.

Build Relationship

Ask a simple, caring question:

"How are you and your child doing today?"

"What's something your child is enjoying lately?"

Affirm what families share, and thank them for joining the
conversation.

Set Shared Intentions

Clarify the goal of the meeting in plain, jargon-free language.

Let families know that all questions are welcome and you'll take time
to ensure shared understanding.

Emphasize that you are here to work together.

Support Language Access

Introduce the interpreter as a full member of the team.

Remind everyone to speak slowly and pause often for interpretation.
Let families know they can pause the meeting at any time to ask for
clarification.

Bonus Tips

Use open body language and warm tone

Print name cards or display names on screen

Offer families a written agenda or purpose statement in advance
Make space for smiles—relationships matter!
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Use the first 5 minutes of every IEP meeting to create space for connection, clarity, and inclusion.






