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REPRODUCIBLE

Professional Development: A Deeper Dive—Safeguarding 
an Equitable Education for All

Instructions: As an assistant principal, you must do your homework before each meeting. Study and use the following 
cue card. It will help you get in the zone for what must be done.

Suggestions and Questions for You Things You Have Done, Have Learned, and 
Must Keep in Mind for a Successful Meeting

Suggestion: Study Students’ Grades and Attendance

What do they tell you about current performance?

Who could be an adult ally focusing on 
the positive?

Suggestion: Check Transcripts and the Path to the Next Grade or Graduation

What is the trend in grades over the past year 
or so?

If there are any deficits or roadblocks, what 
are they?

What could be an idea to overcome those 
challenges?
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Suggestion: Gauge Services Provided

What is the student’s disability?

Do services appear to be thorough and 
appropriate based on the reality of limited 
resources?

Suggestion: Make a Round-About With Colleagues Prior to the Meeting

What does the student’s caseload manager say is 
working and not?

What is the sense of parental and family support 
with the school?

What is the student’s level of general effort and 
cooperation, and if lacking, why?

With whom do the teachers say the student is 
doing well, and with whom not?

Does this vary by content area, teacher 
disposition, or time of day?

What activities is the student involved with in 
school or outside of school?

Are peer relations positive or negative, and who 
are their peers?
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Suggestion: Plan Ahead for Meeting Day Logistics

Who must be present by law in order for the 
meeting to go forward?

Who will facilitate the meeting and ensure all 
have a voice and equitable involvement? Can 
this facilitator ensure proper greeting, welcomes, 
housekeeping, transitions from one person to 
another on the agenda, and appropriate closure 
and next steps?

Who will drive the meeting and discuss the details 
of programs and services? They will typically 
contextualize what each expert says, in terms of 
how their input influences the overall program and 
educational experience.

Who will drive the keyboard and populate the 
actual plan when folks are providing input, 
typically projected on a big screen? Do they 
have the capability and detail orientation to 
synthesize verbal comments while discussions are 
taking place? They will need to ask questions for 
clarification and solicit input from the audience on 
the accuracy of what they type.

How will you as the assistant principal ensure that 
the student and family walk out of the meeting 
feeling better than when they walked into it?

What supports and structures, or follow-up, will 
you put in place to help the family build capacity 
to follow through with what was agreed upon?

Suggestion: Ensure Preparation of Space

Is the room or office space arranged for 
collaborative discussion where all can see one 
another, as well as a projection screen with the 
paperwork prominently displayed?
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Suggestion: Ensure Preparation of Space

Is the room comfortable in terms of temperature, 
light, and space?

Is the room free of materials and debris that 
parents and visitors should not see, such as 
student performance charts on walls or private 
paperwork lying about or in mailboxes?

Suggestion: Ensure Preparation of People

Is there a staff member who can get necessary 
colleagues in and out of the meeting and ensure 
coverage of their regularly scheduled classes if 
they step away to attend?

Which student-ally colleagues will you invite, and 
what will you need to do to prep them? If you have 
colleagues you must invite who do not appear to 
be student allies through either their behavior or 
dispositions, what will you do to prepare them 
for a successful and productive meeting, given 
those obstacles?

Which colleagues will ensure the student and 
family are comfortable and relaxed while waiting 
on others to arrive? (It might be best to call in the 
student and family once all are sitting and then 
welcome them warmly.)

Do colleagues ensure that they will talk to the 
student, not about the student, while the student 
is present, and the same for the parent?

Do the parent and student understand that 
they are as much empowered to offer input and 
suggestions as the faculty in the room? How will 
you ensure this?

Do all understand these meetings, by design, 
require consensus to be reached? They are not 
in place to hold democratic votes or to offer 
suggestions and let the administration or special 
education teachers decide what will happen next.
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