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Instructions for IFSP Planning Worksheet 
 

Purpose:  This is an opportunity for the family and intake/service coordinator to plan who will be at the IFSP meeting, where and when 
the meeting will be held, and what will be discussed.   
 
Legal Basis:  30 CFR part 303, Section 303.342 (c) Accessibility and convenience of meetings and Section 303.343 participants in IFSP 
meeting and periodic reviews. 
 
Instructions:  
IFSP Team Membership Selection:  The intake/service coordinator should discuss the variety of issues that may come up at the IFSP 
team meeting with the family.  Circle all those individuals whom the family wishes to be considered as members of the IFSP team.  In 
selecting who should be invited, keep in mind who may be helpful in addressing child and family outcomes, strategies, and activities.  
Families need to make sure that they have appropriate supports for themselves as well (like someone to take notes for them while they 
talk). 
 
Planning the IFSP Team Meeting:  Discuss with the family the time, location that will be convenient for them, who will lead the meeting 
and what needs to be discussed at the meeting.  This formulates a reasonable agenda and will be helpful in determining an approximate 
length of time for the meeting so individuals invited and the family knows what amount of time to commit to the meeting.  List any items 
that may need to be completed before the meeting (i.e. gathering additional assessment information beyond what was needed to 
determine eligibility).  The family is assisted by the intake/service coordinator in reviewing the Provider Matrix and selecting providers 
for the IFSP Team who have the expertise and information related to concerns, priorities, and resources that they have identified. 
 
Application:  This Worksheet can be completed with the family by the intake/service coordinator before the initial IFSP, periodic 
reviews, and annual IFSP meetings.   Completion of this Worksheet prompts the intake/service coordinator to issue written prior 
notification to all who have been invited to the IFSP meeting, including the family.   


