Establishing Team Roles
All participants are responsible and accountable for the success of the meetings.

	Team Role
	Responsibilities
	Other Responsibilities

	Chairperson
	· Develop agenda

· Facilitate meeting

· Follow-up on assigned tasks

· Seek input from staff and other school committees
	

	Recorder
	· Keep minutes *

· Distribute minutes

· Notify/remind team members of meeting time and location
	

	Data-base Manager
	· Summarize data from previous month
· Bring data to meeting

· Present data

· Summarize data necessary for pending decisions
	

	Communication Coordinator
	· Report progress and data-based feedback to staff
· Newsletters, bulletins, meeting agendas and minutes

· Maintain systems of communication with staff, community, parents and home

· Oversee posting of signage in building
	

	Timekeeper/Task Master/ Positive Nag
	· Monitor agenda times and topics
· Keep the group focused and moving

· Monitor start and end time

· Call for tabling the subject or making a decision
	

	Cheerleader
	· “Keep the torch lit” for SW-PBS

· Publicly acknowledge work of team and staff who implement SW-PBS**
	

	Team Coach
	· Participate in coaching professional development

· Promote SW-PBS 

· Facilitate use of fundamental strategies and systems of SW-PBS

· Assist, prompt, encourage and guide school team

· Facilitate team processes for effective and efficient team processes

· Facilitate strategic problem solving and data-based decision making
	

	
	· 
	

	
	· 
	

	
	· 
	


*Good minutes are characterized by ABC: accuracy, brevity, clarity. Good minutes are written records of events and decisions for future use, members who missed the meeting, items to carry forward to next meeting.
**Ideas: Weekly encouraging email messages, Chocolate or other treats, friendly thank you notes, special parking spot…
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