
CCR-IEP Family Engagement Facilitator’s 
Guide 

 
 
This guide is designed to align with the CCR IEP 5 beliefs and 5 step process. This guide is 
meant to be used as a tool to facilitate positive IEP meeting conversations and offer schools 
strategies to engage with families during the IEP process. 
 
General Tips when working with families: 
❏​ Be sensitive to families relative to where families may be in the grieving process. 
❏​ Strive to understand the whole child and family. 
❏​ Focus on descriptions, not labels. 
❏​ Connect school with learning at home.   
❏​ Use active listening. 
❏​ Ensure all communications are in a language families understand and communication is 

two-way.  
 
Prior to meeting 
❏​ Ensure that families have input into the time and place that the meeting will be held.  
❏​ Ask the family if a pre-meeting between the family and a trusted staff member is needed 

so that information can be shared in a comfortable environment. 
❏​ Co-construct an IEP meeting agenda with the family.  Once the agenda is developed, 

send it out in advance of the meeting. 
❏​ Invite the student when appropriate. 
❏​ Share a form, such as the Family Student Snapshot  or My Snapshot, with both staff and 

families asking for thoughts/ideas/concerns that would benefit the upcoming meeting 
and to allow for a better understanding of the student.    
❏​ Share the forms in a way that is meaningful and relevant to the family.  
❏​ Offer assistance to family and students to fill out 
❏​ When you give this form to the family, acknowledge the family as the expert on 

their child and that you value their input.   
❏​ Make sure that the family has a copy of the most current IEP.  Encourage the family to 

review before the meeting. Send any reports prior to the meeting so they are able to 
review and prepare questions.     

❏​ Connect with family to address any family questions regarding reports, logistics, etc. 
❏​ Share resources with families that will help them prepare for the IEP meeting, such as 

Preparing for the IEP Meeting or the WI FACETS IEP Checklist.  Encourage family’s 
independence and advocacy by sharing additional special education resources such as  
An Introduction  to Special Education and Special Education in Plain Language. 

 
Day of the meeting - Make the family feel welcome 
❏​ Prepare office staff to welcome the family and to direct the family and agency partners.  
❏​ Prepare name tags for all members. 
❏​ Greet everyone and call them by their preferred name.   
❏​ Have water and tissues available. 
❏​ Be aware and responsive to the unique culture and circumstances of the family. 
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https://drive.google.com/open?id=19QdtZN1RGX7ZvmwTCroswHyBQkOY1195
https://wspei.org/documents/wspei-student-snapshot.pdf
https://wspei.org/documents/wspei-my-snapshot.pdf
https://drive.google.com/file/d/1uH8ROMIm3T_xPvYMSh0DS4--rtn-xRRn/view
https://wifacets.org/resources/publications/
https://dpi.wi.gov/sites/default/files/imce/families-students/intro-se.pdf
https://dpi.wi.gov/sites/default/files/imce/sped/pdf/spec-ed-plain-lang-english.pdf
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❏​ Consider projecting the IEP form onto a screen so that all team members can view and 

write the draft of the IEP as discussion takes place. 
❏​ Introductions, Celebrations - As IEP members introduce themselves, have them share a 

strength, positive experience or an accomplishment of the student to build positive 
relationships among the team. 

❏​ Overview - purpose of meeting, establish norms/time parameters. 
❏​ Convey to families how important their presence and input will be to developing a 

comprehensive IEP. Families are equal partners in the process.   
❏​ Take some time to explain the Communication Options for Families form.  

 
IEP Development: Using the Five Step Tables 
Educator:​ ​ ​ ​ ​ ​ Family :  
CCR-IEP Family Engagement 5 Step Table        ​ CCR-IEP Family 5 Step Table  

A Guide to the Family's Role PDF 
 
Provide a draft copy of the IEP to the family before ending and thank everyone for 
their participation.  
 
Follow up to meeting 
❏​ Review completed IEP with the family to ensure full understanding.  Ask the family if they 

are satisfied? Overwhelmed?  
❏​ Provide parents a copy of the student’s schedule with times and places. 
❏​ Share a list of community agencies that offer support to families of children with 

disabilities.   
❏​ Make positive phone calls and send positive emails to family. 
❏​ Check in with the family on their perspective of progress, how things are going. 
❏​ Follow up with ways that the family can support goals at home throughout the year. 

 
 
Additional resources to have available for families: 
Communication Options for Families - English 
Communication Options for Families - Spanish 
Communication Options for Families - Hmong 
Reading Survey for Families 
PTA Parents Guide to Student Success 
Acronym List 
Annual Goals 
Accommodations / Modifications  
How Will I Know if My Child is Making Progress? 
CADRE Engaging Parents in Productive Partnerships 
Endrew F. Advocacy Talking Points 
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https://wspei.org/documents/2022-2023-cof-english-1-1-.pdf
https://docs.google.com/document/d/1kmadSSOTdzUYSYqBao4U8pyQ4anVHHE-FPb_EMvuY6Q/edit
https://docs.google.com/document/d/1kmadSSOTdzUYSYqBao4U8pyQ4anVHHE-FPb_EMvuY6Q/edit
https://drive.google.com/file/d/1CqxA6nObBlbfPVaQu1p0DWZ4giEQZZC-/view?usp=sharing
https://wspei.org/documents/2022-2023-cof-english-1-1-.pdf
https://wspei.org/documents/2019-2020-spanish-cof.pdf
https://wspei.org/documents/2019-2020-hmong-cof-updated-11.2022.pdf
https://docs.google.com/document/d/1N_HVomHravutPaLKExge-6Kdbnp5Q_15Wfe1A9tpLyo/edit
https://www.pta.org/home/family-resources/Parents-Guides-to-Student-Success
https://dpi.wi.gov/sped/about/acronyms
https://www.parentcenterhub.org/iepgoals/
https://www.pacer.org/parent/php/PHP-c267.pdf
https://www.pacer.org/parent/php/PHP-c272.pdf
https://www.pacer.org/parent/php/php-c78.pdf
https://www.cadreworks.org/sites/default/files/resources/CADRE_EngagingParents_Brochure_DEC2015.pdf
https://assets.ctfassets.net/p0qf7j048i0q/7v7DN882jgzjigGEs17gAT/16ec8e00335cfcf97e5afd8e4c8275c8/Endrew_F_Talking_Points_Understood.pdf

