Dynamik Advocacy CIC
Supporting Families of Neurodivergent Children
Meeting Notes & Follow-Up Template
Meeting Date: _______________ Meeting Time: _______________
Meeting Type: ☐ Annual Review ☐ Parents' Evening ☐ IEP Meeting ☐ Multi-Agency ☐ Other: _______________
Location: _______________
Meeting Called By: _______________
Attendees Present
	Name
	Role/Organization
	Contact Email/Phone

	
	
	

	
	
	

	
	
	

	
	
	


Agenda / Purpose of Meeting


Key Points Discussed (What Was Said)
Topic 1: _______________
Notes:



Topic 2: _______________
Notes:



Topic 3: _______________

Notes:



Decisions Made
	Decision
	Who is Responsible
	Deadline

	
	
	

	
	
	

	
	
	


Action Points (What Happens Next)
	Action
	Who Will Do It
	By When
	Status

	
	
	
	☐ Pending ☐ Done

	
	
	
	☐ Pending ☐ Done

	
	
	
	☐ Pending ☐ Done

	
	
	
	☐ Pending ☐ Done


My Questions/Concerns Raised



Responses I Received



Things I Didn't Agree With (Flag for Follow-Up)



Next Meeting Scheduled
Date: _______________ Time: _______________ Purpose: _______________

Follow-Up Actions I Need to Take
· [ ] Send thank-you/confirmation email summarizing meeting
· [ ] Chase any actions not completed by deadline
· [ ] Request written confirmation of decisions
· [ ] Escalate concern about: _______________
· [ ] Gather additional evidence about: _______________
· [ ] Contact: _______________ about: _______________

Follow-Up Email (Send Within 24 Hours)
Template:
Subject: Meeting Summary – [Your Child's Name] – [Date]
Dear [Names of Attendees],
Thank you for meeting with me on [Date] to discuss [Child's Name]'s progress and support.
I wanted to confirm my understanding of what was discussed and agreed:
Decisions Made:
· [List key decisions]
Actions Agreed:
· [Action 1] – [Who] by [Date]
· [Action 2] – [Who] by [Date]
Next Steps:
· [Next meeting/review date]
If I have misunderstood anything, please let me know within 5 working days. Otherwise, I will assume this summary is accurate.
Thank you, [Your Name]
Did I send follow-up email? ☐ Yes ☐ No
Date sent: _______________
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