New SPELL Meeting Suggested Format
Timing of first meeting
· after diagnosis or shortly after entry into secondary education
Before
· brief parents on format of meeting 
· give SPELL information sheet 

· consult with parents about stakeholders list and prepare this information before the meeting

· consider literacy skills of family and adjust the format of the meeting if necessary (e.g. personal writing in pairs)

Equipment
· 3 flip chart sheets with STRUCTRURE, POSITIVE POINTS AND EXPECTATIONS & EMPATHY & LOW AROUSAL as headings placed onto one wall
· supply of ‘post-its’

· enough ‘Berol’ handwriting/felt tip pens for all participants to use – these mean that the post-its are easier to read at a distance by the participants when they are placed on the flip charts.
· Seats arranged in a semi circle facing the flip charts not around a table

· A low table in the middle of the semi-circle with post-its and pens on it.
membership

SFL/Guidance teacher, CT, SFLA, Parent(s) plus advocate/supporter (and young person if appropriate) facilitated by experienced teacher or AOES.
format

· 3/4 minutes 

· welcome people individually as they arrive

· general welcome, intros and run through meeting (emphasise positive expectations – for IEP)

· ask a member of the school staff (SFLA?) to write down any action points that arise from the discussion which do not form part of the SPELL information e.g. ASNA will start to list daily activities/work in home-school diary. 

· 7/8 minutes 

· personal writing of key things/statements on post-its 
· they should write a sentence/phrase on each one with information they think is important for adults working with _____ to know, for example a supply/subject teacher.  Try not to just put a key work like ‘visual timetable’, ‘group work’ etc.

· emphasise that they should only write one statement on each piece of paper – show a couple of examples

· tell participants to keep the ‘post-its’ they write on beside them

· unless they are working in pairs tell the participants to try not to discuss what they are writing

· it is probably best if the facilitator does not use ‘post-its’ themselves

· 30 minutes 

· facilitator goes round the group in turn asking for a post-it – starting with a parent/carer?  

· A person gives them a post-it, 

· the facilitator reads it aloud, 

· they may ask something like ‘why did you write this?’ for expansion/clarification
· they may suggest or ask the person who has written it which of the flip-chart sheets they think it should go on

· if there are additional clarifying comments the facilitator writes these on

· if people mention they have similar statements they may be
· put to one side as duplicates

· put with the original one as supplementary

· the original one might be annotated with additional information so the ‘duplicate’ can be put to one side

Then the facilitator moves on the next person for a statement and so on until all the post-its have been considered.
· 10 minutes 

· Solution Focused Meeting voting, rearrange items and rank according to votes and remove items with no votes.
· Say that the items removed will still be typed up for future reference and a copy given to the family and kept in the young person’s file

· Go through the removed items with the group and say something like ‘let us check so that if there is something we feel as a group should be on the information sheet we include it now’.

· 10 minutes

· L – check communication section and stakeholders
· Identify and record who will develop an ‘All About Me’ booklet with the young person
· Say that they will receive a draft of the SPELL information sheet in about ______ days and then any alterations/corrections/additions from home or schools can be told to  _______ and agreed

· Thank participants corporately and say goodbye individually as they leave
following the meeting

· Type up information into SPELL sheet

· Parents and staff check draft and then it can be distributed to stakeholders and be used within school pupil info records
· Type up information with no votes to retain record in file
· Reviewed annually by staff/parents/young person  prior to the annual review meeting, ensuring attention is given to the expectations (highlight/remove old ones)
