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Meetings with professionals
Meetings can be a bit worrying: all those professionals…all that paperwork… Try not to worry too much if professionals suggest a meeting. Often meeting all the people involved with your child’s education is the best way to make sure everyone’s views are heard.
 Meetings are about talking and listening and those present will want the meeting to work for your child and you.

 Before a meeting
  Check that you know what the meeting is for? Is there a particular problem to discuss? Is it an annual review? If it isn’t clear - ask!
  Who is likely to be at the meeting? Are there likely to be people you haven’t met before?
  Make sure you know exactly when and where it is taking place. Ask roughly how long it will last. Tell someone immediately if it isn’t convenient for you.
  If it is somewhere you don’t know, ask for directions, arrangements about parking, which door to use and who to ask for.
  Make sure you have a copy of all the necessary letters, forms and reports before the meeting. Read through all of the paperwork and make a list of any questions you may have. Is there anything that needs to be explained? 
 If there are reports you want to talk about at the meeting, you may want to have them sent to the other people before the meeting. Ask the person organising the meeting if they can copy them and send them out.
  Note down the things you want to talk about, and questions you want to ask to use as reminder during the meeting. Think about what you would like as a possible outcome of the meeting. What is important to you?
  It is a good idea to send a list of the points you want to discuss to the school or Local Authority beforehand (including, for example, suggested amendments to an Education Health and Care Plan. There may be points that everyone can agree on quickly, leaving time to discuss more difficult issues.
 
Support at a meeting
  You may want to take a friend or relative along with you to the meeting for support. They could help you to get your message across about your concerns and to remind you of issues that you wanted to raise if they have not been discussed.
  If you do not have someone for support, you may want to contact Carers of Barking and Dagenham IASS to see if support is available. 
At the meeting
  Make sure you know who is leading the meeting and if anyone is taking notes.
  At the beginning everyone should introduce themselves. If this doesn’t happen ask them to do so. If you are not sure who a person is, or why he/she is there, don’t be afraid to ask.
  You may be asked to speak first. Suggest you speak after others if you prefer so you can listen to what they have to say.
  Starting off with areas of agreement sets a positive tone.
  Ask people to repeat or explain things if you do not hear or do not understand. Don’t accept jargon!
  Listen to those present. Try to understand their point of view and do not interrupt, even though you may not agree with what they are saying.
  Ask questions. 
 Try to keep calm if you can, even if things are not going well, but keep to your point.
  You can always ask for ‘time out’, particularly if things are getting a little stressful, or you want to discuss something with someone who has come with you.
  Try to focus on the future, not on the past.
  Be aware of the time so that all the issues you wanted to discuss are raised.
  Write things down if you need to. It may help you to remember exactly what has been said or remind you to do something after the meeting. 
 At the end of the meeting
  Think about what has been discussed. Have you said what you wanted to say? Have you heard what you needed to hear? Has the meeting achieved what it set out to do?
  To make sure that you understand what is going to happen next, ask the person chairing the meeting to confirm what will happen next and who is responsible for any action points agreed.
  If there is going to be a written report, or minutes, of the meeting check to make sure a copy will be sent to you. 
After the meeting
  Check through any notes you have and note action points with dates. 
 Talk to your son or daughter about what is going to happen now and how it will help them. Even if there are only small changes it is important to keep your child involved.
  If nothing appears to be happening, contact the person who organised the meeting. 
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