ARD ETIQUETTE
What You Should and Should Not Say
and Do in an ARD Meeting

Substantive Satisfaction
The “Meat” of the ARD

Making Sure the Members of the Committee
Reach Consensus on What Services are Going
to Be Provided

School Personnel are a TEAM
• Disagreement is not supposed to be among
school personnel.
• If you have strong feelings prior to an ARD
about a certain student or a certain situationask for a staffing.
• Do not bring up something controversial in an
ARD meeting.
• What happens if you do disagree?

Use Professional Language
• Come prepared for the ARD meeting!
Be prepared to share data not feelings.
Example:
“Did Mary master her reading fluency goal?”
Good answer: “Yes, she can read 50 words per
minute on a fifth grade level with no more
than three errors in three out of four trials.”
Poor answer: “Yes, I feel like she did.”

Use Professional Language (cont.)
• When speaking to parents, avoid the use of
acronyms and “professional speak.” Use
words parents understand.
• Please be aware of word choice and grammar!

Data Driven Decisions
At Every ARD Ask
1. What are the student’s needs (PLAAFP)?
2. How will we address those needs (Services &
Supports, Accommodations)?
3. How will we know our services were
appropriate? (Goal)

PSYCHOLOGICAL SATISFACTION
HOW DO THE PEOPLE FEEL BEFORE, DURING,
AND AFTER THE ARD MEETING

What Does Body Language Say?
Non verbal communication.
Remember, that our body language often says
more than our words.

Listening*
• We normally listen at 25% of capacity.
• Managers may spend up to 60% of time
listening.
• We ignore, distort, or misunderstand about
75%.
• We cannot listen at 100% efficiency for very
long.
*
From Region 13 Facilitating IEPs.

Benefits of Good Listening*
•
•
•
•
•
•

Better understand the situation
Get the facts and information right
Build relationships
Understand the perceptions of others
Help you respond to the real needs
Increase efficiency in getting things done

*From Region 13 Facilitating IEPs.

Good Listeners*
•
•
•
•
•
•

Keep an open, curious mind
Listen for new ideas
Listen to others with total being
Pay attention to details
Listen for ideas and themes
View listening as an opportunity to gather new
information
• Are aware of their own biases and filters
• Avoid making judgments or being influenced by red
flag or green flag words
*From Region 13 Facilitating IEPs.

Barriers to Good Listening*
•
•
•
•
•
•
•

Wondering if people like you
Looking for possible rejection
Listening for what you want to hear
Buying time to prepare your response
Listening to find vulnerability or weakness
Looking for ammunition for your argument
Trying to be polite and not hurt the other
person’s feelings
• Talking and/or offering advice
*From Region 13 Facilitating IEPs.

External Distractors*
•
•
•
•
•
•
•
•
•

Talking too softly or loudly
Distracting mannerism or appearance
People coming in and out of the room
Loud noise outside
Room temperature too hot or too cold
View of outside scenery
Phone calls, text messages, pagers
Time pressures and deadlines
Seating arrangements

*From Region 13 Facilitating IEPs.

NOTE

“All people have a strong
wish to talk,
to be known,
to be understood.”
Ricardo Ainslie
No Dancin ‘ in Anson

Red Flag and Green Flag Words*
Emotionally laden language.
Places value, either positive or negative, on
what is being said.

“ugly” = red flag word
“beautiful” = green flag word
*From Region 13 Facilitating IEPs.

Emotionally “Loaded” Language*
• Laden with emotions
• Includes values and judgments
• Anger, hurt, frustration
• Blaming
• Accusations

•

*From Region 13 Facilitating IEPs.

Neutral Language*
•
•
•
•
•
•

Remove all “red” and “green” flag words
Launder the language
Detoxify the words
Remove emotion
Remove value-laden words
Use descriptive, non-judgmental words

•

*From Region 13 Facilitating IEPs.

Example
A student in your classroom does not do what
you ask and often makes remarks that you do
not feel show the proper respect to you. If
you come into the ARD meeting and say, “Your
child is disrespectful” (red flag word) the
parent could possible go on the defensive.
Neutral language: “I have some concerns
about your child’s attitude…..” more neutral
and lends itself to more discussion.

Example
If you come into the ARD meeting and say, “You
don’t seem to think that Johnny’s homework
is very important.” (red flag) you could put the
parent on the defensive. A more neutral
statement might be: You are having difficulty
seeing the relevance of Johnny’s homework
…”

Change to Neutral Language*
“She is the most impatient person I know!”
“That student is so late he’ll miss his own
funeral”
“I’ve never been treated so rudely!”
“That parent is extremely inconsiderate of my
time!”
*From Region 13 Facilitating IEPs.

Position and Interest*
• Position: What we want. Our demand. The
solution we think will work best. We identify
a position and take a stand.

“I want my son in regular education classes
immediately.”

*From Region 13 Facilitating IEPs.

Positions*
Seems logical and reasonable to the person
taking the position
Might obscure what a person really wants
Tend to become intertwined with our ego
Leap frogs from problem to solution
Tends to escalate conflict
Hard to generate options when stuck in
positions
*From Region 13 Facilitating IEPs.

Position Statements*
• I want….
• This is the only way….
• We have to…
• I will not…
• You have to.. or else..
*From Region 13 Facilitating IEPs.

Why Commit to a Position*
It meets our underlying needs
We believe it is the best solution
Believe the other doesn’t know what is best
Believe we can weaken the resistance of other
Believe we have the power to influence or force
our solution on the other
*From Region 13 Facilitating IEPs.

INTERESTS*
•
•
•
•
•

The WHY behind the position
Not always tangible (recognition, value)
Always present… very real
Holds the key to resolution
Interests of people may be common,
compatible, mutually exclusive, or a
combination

•

*From Region 13 Facilitating IEPs.

Position*
“I want Johnny out of my class right now!
It’s either him or me!”

Possible interests behind this position?

*From Region 13 Facilitating IEPs.

Handling Delicate Situations
1. Medication: We are not doctors and cannot prescribe
nor suggest that our students take medication. We
can ask if our students are taking medication,
continue to take medication they were taking, or have
stopped taking medication. We can ask for education
purposes only.
2. Home life: We must be very careful when asking
about home life. Parents often share what is going on
but will be more likely to do so in an environment
where they feel safe and do not feel judged.

Handling Delicate Situations
3. Hygiene: Use your neutral words here. “I
have concerns about…” This is a delicate
matter, proceed with caution.
4. Cultural issues: Be aware of how a student’s
culture impacts his/her behavior and that of
his/her family. Do not ask a student or
his/her family to engage in behavior that is
against the culture of the home.

It is Not About You or Your Child
As well meaning as we are, it is not about us or
our own children. Don’t comfort parents by
telling them stories about your own children
and the struggles you had with them.
Remember who we are there to discuss.

Applying skills to an ARD
In an ARD, try to identify the interest behind the
position.
Try to stay neutral, not emotional.
Listen, really listen.
Ask questions to gain knowledge.

PROCEDURAL SATISFACTION
MAKING SURE YOU FOLLOW THE RULES

Confidentiality
What happens at ARD stays at ARD

EXCEPT
For that information that needs to be shared
with professionals that have a legitimate,
educational need to know.

Confidentiality
During an ARD meeting, much information is shared.
Anything shared during that time is extremely
confidential and must be treated as such. Just as the
“paperwork” is treated with care and all FERPA laws
apply, so should all conversation be treated. For
example, if during the meeting, the mother shares that
her son is upset because she has started dating
someone… you MUST NOT leave the meeting and
share that information just as you would not leave the
meeting and discuss IQ scores.

WHO MUST ATTEND THE MEETING
ADMINISTRATOR
SOMEONE QUALIFIED TO INTERPRET
ASSESSMENT
GENERAL EDUCATOR
SPECIAL EDUCATOR
PARENT
CTE (for most HS students)
300.321(a) 34 Code of Federal Regulations
§ 300.321. IEP Team.

A required member is not required to attend an ARD committee meeting (in whole or
in part) if the member's area of the curriculum or related services is not being
modified or discussed in the meeting and the following conditions are satisfied
•
•

The parent and the LEA agree:
300.321(e)(1)
89.1050(c)(5)
1414(d)(1)(C)(i)
D
–

•

The member's attendance is not necessary; and

300.321(e)(1)
89.1050(c)(5)
1414(d)(1)(C)(i)
D
–

•

The member's area of the curriculum or related services is not being modified or discussed in the meeting;
and

300.321(e)(1)
89.1050(c)(5)
1414(d)(1)(C)(i)
D The parent’s agreement is in writing.

When a required member's area of the curriculum or related services is being
modified or discussed in the meeting, the required member may be excused from
attending an ARD committee meeting (in whole or in part) if the following conditions
are satisfied:
•
•

The meeting involves a modification to or discussion of the member's area of the curriculum or related services;
300.321(e)(2)
89.1050(c)(5)
1414(d)(1)(C)(ii)
D The parent and the LEA CONSENT TO EXCUSE MEMBER FROM ATTENDING ARD COMMITTEE MEETING;
300.321(e)(2)(i)
89.1050(c)(5)
1414(d)(1)(C)(ii)(I)

•

D The parent’s consent is in writing; and
300.321(e)(2)(i)
89.1050(c)(5)
1414(d)(1)(C)(iii)

•

D The member submits in writing to the parent and the ARD committee input into the development of the IEP
prior to the meeting.
300.321(e)(2)(ii)
89.1050(c)(5)
1414(d)(1)(C)(ii)(II)

10 Things NOT to Say in an ARD
Meeting
• 1. DO NOT SAY: “Let’s get started! We have
only 30 minutes for each of these ARD
meetings and we’ve already lost 5 minutes
getting coffee. We’ll have parents stacked up
and down the halls if we fall behind schedule.”

10 Things NOT to Say in an ARD
Meeting (cont.)
1. Why not?

It’s not possible to anticipate the exact amount
of time an ARD meeting will require. It is
important to take the time necessary to
prepare an appropriate IEP that will enhance
the student’s opportunity to progress toward
his or her educational goals. It’s what is
special about special education!

10 Things NOT to Say in an ARD
Meeting (cont.)
2. DO NOT SAY: “No, we didn’t indicate
occupational therapy as a related service. We
have only one Occupational Therapist in the
entire district and he’s booked solid. Maybe
next year or if a student receiving
occupational therapy right now moves away.

10 Things NOT to Say in an ARD
Meeting (cont.)
2. Why not?
“The services provided to the child address all of
the child’s identified special education and
related service needs.” Section 300.300(3)(1)
Each student’s individually determined needs
dictate services to be provided. The
availability of the service may not be a factor.

10 Things NOT to Say in an ARD
Meeting (cont.)
3. DO NOT SAY: No Mrs. Brown, Bob’s teachers
aren’t here. They are too tired from
yesterday’s meetings and we rotate teachers
through these meetings anyway. It’s not their
day to participate in ARD meetings.

10 Things NOT to Say in an ARD
Meeting (cont.)
3. Why not?
A child’s ARD team must include (1) parents of
the child; (2) at least one of the child’s
general education teachers (if the child is, or
may be, participating in the general
education environment); (3) at least one
special education teacher of the child, or if
appropriate, at least one special education
provider of the child. Section 300.344(a)

10 Things NOT to Say in an ARD
Meeting (cont.)
4. DO NOT SAY: No, I don’t recommend that Kim
attend the IEP meeting. She’s only twelve
years old.

10 Things NOT to Say in an ARD
Meeting (cont.)
4. Why not?
Generally, a child with a disability should attend the IEP
meeting if the parent decides that it is appropriate for
the child to do so. If possible, the agency and parents
should discuss the appropriateness of the child’s
participation before a decision is made, in order to help
the parents determine whether or not the child’s
attendance would be (1) helpful in developing the IEP
or (2) directly benefit the child or both. The agency
should inform the parents before each ARD meeting as
part of notification under Section 300.345 (a)(1)-that
they may invite their child to participate. Source: Appendix A, 64 Federal
register, March 12, 1999

10 Things NOT to Say in an ARD
Meeting (cont.)
• 5. Don Not Say: Well, since we’ve established
what Kim's disability is- that automatically
means she’ll be in Mr. Peter’s room at least
three hours each day. See, scheduling isn’t so
difficulty once you get the hang of it.

10 Things NOT to Say in an ARD
Meeting (cont.)
• 5. Why not?
• “The services and placement needed by each child
with a disability to receive FABE (a free and appropriate
public education ) must be based on the child’s unique
needs and not on the child’s disability.” Section
300.300(3)(ii)
• Note: The same reasoning must be used when making
assessment decisions as well. The ARD committee
would not say “since the student is LD he/she will take
TAKS Accommodated or since the student is in a life
skills class the student will take TAKS Alt.”

10 Things NOT to Say in an ARD
Meeting (cont.)
• 6. Do not say: Welcome Mr. and Mrs. Jones.
This won’t take much time. We have already
written the IEP – all you have to do is sign it.

10 Things NOT to Say in an ARD
Meeting (cont.)
6. Why not?
The IDEA significantly strengthens the role of the parent. Therefore, it
is important that parents are provided a full opportunity to
express their views and participate fully in the IEP meeting,
including the development of the IEP. Agency staff may come to
an IEP meeting prepared with evaluation findings and proposed
recommendations regarding IEP content, but the agency must
make it clear to parents at the outset of the meeting that the
services proposed by the agency are only recommendations for
review and discussion with the parents. Parents have the right to
bring questions, concerns, and recommendations to an IEP
meeting as part of a full discussion, of the child’s needs and
services to be provided to meet those needs before the IEP is
finalized.

10 Things NOT to Say in an ARD
Meeting (cont.)
• 7. Do not say: No I don’t recommend that Jill
attend this IEP meeting. At 17 years of age,
she’s too busy with her friends and school
activities to be interested in such a meeting.

10 Things NOT to Say in an ARD
Meeting (cont.)
• 7. Why not.
If a purpose of an IEP meeting for a student with a
disability will be the consideration of the student’s
transition service needs or needed transition services
under Section 333.347(b)(1)(2), or both, the public
agency must invite the student, and as part of
notification to the parents of the IEP meeting, inform
the parents that the agency will invite the student to
the IEP meeting. If the student does not attend, the
public agency must take other steps to ensure that the
students’ preferences and interests are still considered.

10 Things NOT to Say in an ARD
Meeting (cont.)
• 8. Don’t say: Well, the general education
curriculum is for most kids but not for special
education students. It’s best to provide these
students with an alternative curriculum that’s
easier and that the special education teacher
is trained in.

10 Things NOT to Say in an ARD
Meeting (cont.)
8. Why not?
The IEP for each child with a disability (including
children who are educated in separate
classrooms and schools) must address how
the child will be involved and progress in the
general curriculum.

10 Things NOT to Say in an ARD
Meeting (cont.)
9. Do not say: Thank you for suggesting these
modifications for Paul’s instruction. We can
implement them in his special education
classes, but it’s really too much to expect his
general education teachers to accommodate
his needs in their classes.

10 Things NOT to Say in an ARD
Meeting (cont.)
9. Why not?
Every individual involved in providing services to the
student should know and understand his or her
responsibilities for carrying out the IEP. This will help
insure that the student receives the services that have
been planned, including the specific modifications and
accommodations that the IEP team has identified as
necessary. (Source: A Guide to the Individualized
Education Program, Office of Special Education and
Rehabilitation Services, U.S. Department of Education.)
NOTE: Accommodations and modifications are NOT DONE
“AS NEEDED” if they are marked they are done!!!

10 Things NOT to Say in an ARD
Meeting (cont.)
10. Do not say: I can’t say for certain that we
can provide that service. It’s a big
commitment. I’ll have to check with the
special education director and get back to you.

10 Things NOT to Say in an ARD
Meeting (cont.)
10. Why not?
Each public agency may determine which
specific staff member will serve as the agency
representative in a particular IEP meeting. It is
important that the agency representative have
the authority to commit agency resources and
be able to ensure that whatever services are
set out in the IEP will actually be provided.

CONTACT INFORMATION
CATHERINE SCHMIDT
Teague ISD
254-739-1440
cschmidt@teagueisd.org

