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INTRODUCTION

Who thinks scheduling is the best part of our job? Not me—that’s for sure!

Instead of pulling your hair out and playing scheduling Tetris for hours, why not involve teachers in the 
process? Hm... how can we do this? With a scheduling party, of course!

How does a scheduling party work? Before the scheduling party, I made up a week-long calendar on a big 
poster board (see sample template on page 5). I made slots big enough for sticky notes. I then got several 
colors of sticky notes. I color-coded by grade, but you can use whatever "system" works best for you (e.g., 
speech-only students vs  students who receive other services might be helpful). I wrote students' names on 
the  sticky notes and put students in a group on the same sticky note. The teachers then come to the party, 
pick up their sticky notes, and put the sticky notes on the time slots they want. I had a schedule made in 
about 10-15 minutes! It was so simple, and I got positive feedback from the teachers. They really liked being 
more involved in scheduling therapy times.

What about scheduling conflicts with other special education services? My main job during the party was to 
double check the times that teachers selected. I starred students with other possible conflicts (e.g., resource 
room, occupational therapy), so it was easy for me to see who I would have to check. I printed the other 
therapy schedules and also reminded teachers to avoid double-booking their students. A reminder that dou-
ble-booked students  would be re-scheduled by me was also helpful.

What about scheduling groups? I tried to keep groups within a classroom, but there were a few "inter-class-
room" groups. Most teachers met beforehand to discuss times that would work between them and were 
ready to pick a good time at the party.

How did I set this up? First, I sent an e-mail to all of the teachers and let them know that I was having a 
scheduling party (see sample note on page 6). A little closer to the date of the "party," I delivered notes to all 
the teachers, listing all of the students in their class who would be receiving speech services (see sample on 
page 7).

Of course, no party is complete without some treats, so I offered coffee and donuts. That part is up 
to you though!
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DON’T BE AFRAID TO 
BLOCK OUT TIMES THAT 
YOU NEED FOR EVALS, 
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PICK WHATEVER TIME
INCREMENTS WORK

BEST FOR YOU!

WHEN I DREW THIS OUT
ON MY POSTER BOARD, THE
BOXES WERE BIG ENOUGH
FOR SMALL STICKY NOTES.
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SPEECH SCHEDULING PARTY: 

It's about that time again! I will be holding a speech-language therapy scheduling party on 
_________, ____________ at _____. At that time, please bring your plan books and schedules, so 
that you can select a treatment time for your student(s). I will have schedules for other special 
education services posted. This way, we can all work together to avoid "double-booking" 
students.

A list of student(s) to be scheduled (along with any group specifications) will be provided prior to 
the  scheduling party. If applicable, please coordinate with your grade-level teammate regarding 
days/times for services.

Scheduling will be on a first come, first serve basis.

Looking forward to seeing you there!

Best,

It's about that time again! I will be holding a speech-language therapy scheduling party on 
_________, ____________ at _____. At that time, please bring your plan books and
schedules, so that you can select a treatment time for your student(s). I will have
schedules for other special education services posted. This way, we can all work together to 
avoid "double-booking" students.

A list of student(s) to be scheduled (along with any group specifications) will be provided
prior to the scheduling party. If applicable, please coordinate with your grade-level teammate 
regarding days/times for services. 

Scheduling will be on a first come, first serve basis.

Looking forward to seeing you there!

Best,



SPEECH SCHEDULING PARTY: 

REMINDER

I will be holding a speech-language therapy scheduling party on _________, ____________ at_____. 
Please remember to bring your plan books and schedules, so that you can select a treatment time for your 
student(s). I will have schedules for other special education services posted. This way, we can all work together 
to avoid "double-booking" students.

The following students in your class will be receiving speech services:

Please coordinate with other teachers prior to the scheduling regarding scheduling for students in groups. 
This will help things move along more smoothly! Looking forward to seeing you there!

Best,

STUDENT NAME GROUP OTHER SERVICES


