Teacher Instructions for Completion of Action Plan:
1. Prior to meeting, please complete the following sections: 


a. page 1- Sections I through IV


b. page 2-Section VI, Questions 1 & 2, stop at dotted line

2. Schedule meeting with building principal (elementary) or guidance counselor (secondary)

3. Contact parent to schedule meeting


a. if parent is unable to attend, but would like to be present at meeting, please attempt to reschedule to a date that is convenient for parent if at all possible.

b. if parent is unable to attend and is okay with the team to proceed with meeting, please contact the parent after the meeting to follow up with the action plan designed for their child.  Please send a copy of the action plan home as well following your phone conversation.

4.  For Section III on the first page, there is a guidance sheet for collecting baseline data that is attached to the action plan document, called Baseline Assessments-Instruction Sheet. These are ideas and ways to assist in collecting baselines for common areas of concern. 
5. If a parent comes to you requesting (verbal or written) an evaluation, assessment, IEP, please schedule a team meeting as soon as possible and follow procedures as above, so their concerns can be addressed and legal mandates are followed by the district.







