Session 32 — Being a good team member

Session 32

Thank you, Honor able Chair per son-
Being a good team member

WHOSE FUTURE GOAL 22: You will learn how to plan for a successful

meeting.

Welcome back! You're one
step closer to taking more control in your

Last session we talked about meetingsin
generd. Thistimewe are going to talk
about how to plan for amesting.

planning mesting!

Why? A lot of the success of ameeting
depends on the planning someone puts into
it!

£
It's like your prom. i? Someone has

to arrange for the band, deck out the hotel
balroom, sat up al those funny looking
lights, hire the photographer and stuff like
that. All that planning means that you will
be able to have agood time!

Y ou are going to walk through four steps to
planning a successful medting. Thefirgt
thing that you have to figure out iswho is
respongble for planning the mesting?

Think about your |EP meeting. Who plans
it? You redly should know because they
might not be as worried about it being abig

successasyou are! | mean, it' s your
future, not theird  In fact, you might want to
make it your responsibility to plan for the
mesting.

ﬂw
Y
Stop right here and now.

Before we go on, you need to know who
plans your |EP mesting. Later on you might
choose to help plan and set up the mesting,
but for now you just need to know who is
respongble for planning the meeting. Take
afew minutes and find out. I'll wait!

Back? Great! Did you find out who is
respongble for planning your mesting?
Good. Remember that name...it may come

in handy later.

All right. Back to planning amesting. Let's
say that you are responsible for planning
your |EP planning meeting. Here are four
gepsto planning a successful meeting that
you might want to include.

1.

Step 1: Make sure the purpose of the
meseting is clear.
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Step 2: Make
arrangements to guarantee

SUCCeESS.
)

Step 3: Specify the outcomes of the
medting.

i-,.

Step 4: Follow-up on
the mesting.

Let'slook at these stepsone at atime.
1.

Step 1: Make sure the purpose of the
meeting is clear.

Haven't we heard this somewhere before?
Y ou know, the part about having a
purpose?

It isworth talking about again, though,
because if the purpose of the meeting is not
clear, the topics discussed will...
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Then, you won't get anything accomplished.

How do you make sure that the purpose of
the meeting is clear?

Easy. Define the purpose and communicate
that to the other team members.

Define and communicate.

Hey! That's stuff we ve dready worked
on! That's stuff we know how to do!
Defining the purpose is just writing down
why the mesting is being held.

)

Communicating it to the other team
members is making sure that they know.

Y ou could do that alot of ways. You
could make sure someone starts the
meseting by stating the purpose of the
meseting. Y ou could write out the purpose

and make sure other people get copies of

that paper. e
the purpose on the chakboard or aflip
chart so that everyone could seeit.

Smple. But important!

S S
s 4777

Before you move on to the
next step in planning amesting, you should
make sure that you know the purpose of
your educationd or trangtion planning
meeting. (I mean, I've been tdling you al
aong, right?). Take afew minutesand
write down the purpose of your planning
mesting.

Not quite sure how to word the purpose?
That's OK. Go back to the early parts of

Whose Future Is It Anyway ?
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whereit talks about the planning meeting
(Session 1) and see what it saysthere.

Y ou can dso tak to your teacher or
vocationa counsdor about the purpose of
the meeting.

Go after it now...I" Il wait!

The purpose of my planning meeting is
to:

Got it? Good. Now you know the
purpose of your planning meeting. You
need to think about how you will
communicateit to everyone. Maybe you
should talk with the person who is
respongble for planning your mesting (if it's
not you, of course) and tell that person that
you want to make sure that everyone
knows the purpose and talk about how to
do that.

On to the next step in planning.

Il,.

Step 2. Make arrangements to
guarantee suCcCess.

OK. You ve made sure that thereisaclear
purpose to your meeting and that everyone
knows that purpose. What next?

Wl you' ve got to hold that meeting
somewhere, right? And during the meeting

you' |l have to have some things, like paper

€
and pens. .. S0, thenext stepto a

successful meeting is making sure that the
arrangements are made.

Here are some of the important things to
keep in mind when you are making
arrangements.

1. Make surethat everyonewho is
supposed to be at the meeting is notified

2

about the time and place. %2>

That should be your school digtrict’sjob,
but it doesn't hurt to make sure that dl the
people you want there know about it. A
phone cal might be agood idea if some
people, like afriend or neighbor, have
never been to amesting like this. People
are more likely to come if they get invited
by you and not just notified by aletter.
»e

[
-\

2. Pick aday and timethat is convenient
for everyone. It may be easier for you to
have the meeting right after gym class
However, your neighbor may have to work
and might not be able to make it then.
Don't assume that if it isagood time for
you, it isgood for everyone. Y ou might
even have to have the meeting

W at night! @ But, then

agan, thisisyour future we re talking about
here...it might be worth one night mesting.

3. PAick aplacethat is convenient for
everyone. Again, it might be easy for you
to haveit in the counsdor’ s office, but there
might be some team memberswho have a
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hard time getting to that location. Make
sure that everyone can get to the place.
Make sure that the location is accessible to

al people.
i ¢

4. Set the medting Site up to be
comfortable and to promote the outcome.

5 Thisseemssmple, butit's

important. If the meeting is going to be
long, people will get restless and not pay
atention if they are gtting in hard,
uncomfortable chairs. Make sure that the
chairs are as comfortable as possible and
arrange for breaks during the mesting to
give people a chance to stand and stretch.
Think about how to set up the chairs and
tables. If you are going to be doing alot of
writing, it makes sense to have people
around atable. If you want peopleto tak a
lot, set them up in acircle so everyone can
see dl the other team members. Make sure
that everyone can see the chalkboard or flip

chart. @

5. Make sure everyone has the handouts

r 8]
and a schedule. i— M ake

up aschedule or agenda that lists the things
that will happen in the medting. Thiswill
help the team members stay on track.
Check to make sure every team member
has a schedule and whatever handouts you
are going to use.

6. Make surethat all supports and
accommodations are in place. Thiswill
change depending on who is a the meeting

and where and when the mesting is held.
People at your meeting who are not used to
the educationd system may need to have
some information that explains to them what
an |EP isand what the trandtion planning
processisal about. If your 112 year-old
great-grandmother is there, you might need
to make sure that whoever writes on the flip
chart doesitin REAL BIG LETTERS
snce Granny’s eyesight isn't as good as it
wasl If you decide to have the meeting at
Sx 0'dock in the morning, you might need
to make sure everyone has coffee to stay

awake! E Y ou just have to make sure

that people get the support they need to
contribute.

7. Fndly, take care of thelittle things. If
people are skipping lunch to be
there...make sure there is a snack for them!

e Yoy
P Y T
o 9Pl
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84 1t susudly agood ideato

ha/esomethlng to drink, evenif itisjust
A

ﬁﬁl
water. =

Check that thermostat... “—:\J

Isit too cold? } .
e
Too hot? l'ﬁfm- Know how to
change the temperature if other team
members don't agree! Learn how to use
the equipment for the meeting. Set theflip
chart up beforehand and make sure you
have markers available.
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Take afew minutesto
decide what you could do to make the
arrangements for your planning meeting to
guarantee success. Who isgoing to be
invited? Do you need to cdl anyone

e

persondly and invite them?
Where would be agood place to have the
@ /;‘ - TS -

How about a good

ti me”%f Sit down with the person
planning your meeting and ask her or him
some of these questions.

I’ll wait here, OK?

Step 3: Specify the outcomes of the
mesting.

Purposes and outcomes. This sounds more
and more like the stuff we' ve dready taked
about! Well, this outcome is alittle different
from the outcomes we were talking about
before. Before we were talking about
identifying outcomes that you would like to
experience when you graduate from
schoal...like where you live, work and play.
Thistime you need to think about whet the
outcome of the meeting should be,

Look at the purpose of the meeting. It'sto

\!ﬁ
make aplan for your future.

B,

A The outcome of most
trangtion and educationd planning meetings
should be to come up with aplan. This
plan will have gods and objectives and
timelines and services needed and dl that
Suff.

I’ simportant to talk about the expected
outcome of the meeting so thet you can tdl
whether the meeting has been a success or
not.

@
YN
Get back together with the

person responsible for planning your
mesting. | know, | know...he or sheistired
of seeing your facel  But, that’ s tough!
Remember... the squeaky whed getsthe
grease. Meet with that person and decide
on an outcome for the planning mesting.
Don't worry...I'll be here when you get
back.

All right... one more step to successful
meetings.

‘-,.

Step 4: Follow-up on the meeting.

The last step to making sure that a meeting
isasuccessisto follow-up on the meeting.
This means doing the things that were
decided at the meeting and making sure that
al the people do what they said they

would! If it was decided that ateam
member would find out about ajob in the
community and you have not heard back

from her/him, give her/him acall.
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Of course, unless you do your part, you
can't be bugging everyone dsg, right?

If you follow these four sepsto planning a
meeting, chances are that the meeting will
be asuccess. Inthe next sesson we are
going to talk about being a good team
member and after that we' |l talk about
leading mestings.

Okay. Let'slook at what
you've covered this sesson.

M You found out who p your |IEP
) @ )
med ng. ==

M You looked at the f stepsto
planning a successful meeting. These
seps are:

1. Makesurethep of the

mesting isclear.
2. Makea

guarantee SuCCess. ®

S .

3. Specify theo . ";..‘

_— -up.

M Y ou made sure you knew that the
purpose of your meeting isto make a
AlaiA,
plan for your f L=}

M Youleaneds important things
to kegp in mind when you are making
arrangements for your meeting.

M Youlearned that it'simportant to talk
about the expected o

[

=

=SS of the meeting S0 you can tell
whether it is a success or not.

Before the next session,
you should have:

# Madealigt of people you need to cal
about your mesting.

# Tdked to whoever isresponsible for
planning the meeting about
arrangements and the outcome you
selected.

Okay. Sothat'sit for now.

Later.
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Session 32 Summary Sheet- Steps to a planning meeting

WHOSE FUTURE GOAL 22: Youwill learn how to plan for a successful meeting.

M You found out who plans your |EP mesting.

M You looked at the four steps to planning a successful meeting. These steps
are

Make sure the purpose of the meeting is clear

Make arrangements to guarantee success

Specify the outcomes

Follow-up

A wbdpE

M Y ou made sure you knew that the purpose of your meeting isto make a
plan for your future.

M You learned seven important things to keep in mind when you are making
arangements for your mesting.

M You learned that it'simportant to talk about the expected outcome of the
meeting S0 you can tell whether it is a success or not.
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