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SCHOOL BASED:  Team Roles and Responsibilities
	Leader

The Team Leader is responsible for moving the team to accomplish its meeting tasks. The Leader should ensure an environment that helps the team get the work done. The Leader does not have to be the principal on your team.
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	Facilitator

The Team Facilitator makes things happen with ease. 

The Team Facilitator helps the group with the process, with the "how" decisions, and with digging deeper for information.
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	Recorder

The Team Recorder is responsible for writing down the team's key points, ideas, process, and decisions recording only the facts and avoiding editorializing. Prior to each meeting the Recorder should review the agenda for action items. After each meeting the Recorder should send meeting minutes to all team members.
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	Data Profiler

The Data Profiler collects, organizes, and keeps the current data information relating to the needs of the project. The Data Profiler assists in interpreting and analyzing the data and shares data through graphs, displays, and reports to all stakeholders.
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	Time Keeper

The Timekeeper monitors how long the team is taking to accomplish its tasks and provides regular updates to the team on how well or how poorly they are using their time. If time becomes an issue the timekeeper will collaborate with the team to determine new time schedules and if the agenda needs to be adjusted.
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	Team Member

Team Members don't have specific responsibilities at the meeting, but fulfill duties between meetings; their participation is critical to the team's success. Team members must agree to: Be enthusiastic and committed to the team’s purpose, Be honest and keep any confidential information behind closed doors, and Fulfill duties between meeting.
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Unofficial
Team Roles and Responsibilities

	Helpful Roles
	Not So Helpful Roles

	
	

	Expert

A knowledgeable subject matter expert who can clarify technical issues.


	Joker

Always telling jokes to the extent that others can’t accomplish their goals.

	Summarizer

Often a ‘big picture’ person who can help to sum up items.


	Blocker

Hates to make decisions or reach closure; always looking for more information or wants to “think things over a little bit”.



	Bridge Builder

Experienced negotiator who can help bring opposing views together. 


	Disrupter

If they aren’t interrupting for some reason they like to hold side conversations or take the team off topic. 



	
	Loner

Doesn’t like to participate and rarely contributes.



	
	

	How to Handle Not So Helpful Roles

	· Review team norms and charter

· Clarify expectations and rules

· Set clear time limits for making decisions and remind people often of the time

· Team leader can talk to the person privately and suggest a helpful role they can fulfill


Team Roles and Responsibility adapted from www.didp.gov
Also search for Tuckman’s Stages of Group Development for 

Forming, Storming, Norming, and Performing stages

Team Charter

PBIS Leadership Team

	School Name: 
	Date Established: 


A Team Charter outlines the purpose of a team and defines the team’s structure.  Members of the SW-PBIS Team must include at least one administrator, general ed. teacher, special ed. teacher, non-classroom staff, behavior specialist, parent/community member, and student (optional).

	Team Role
	Name and Email
	School Role

	Leader
	
	

	Facilitator
	
	

	Recorder
	
	

	Data Profiler
	
	

	Timekeeper
	
	

	Member
	
	

	Member
	
	

	Member
	
	

	Member
	
	

	Member
	
	


PURPOSE: Create a statement of purpose for this team that includes specific end results or outcomes.

DECISION MAKING PROCESS: Describe the process used to make team decisions and evaluate decisions and actions.
NORMS: List the expectations and behaviors that you choose to hold yourselves accountable to during each meeting. Example: start+end on time, cell phones off, open minded, etc.

MEETING DATES and TIME: Teams are expected to meet twice monthly during the planning year.

	LOCATION:

	Date
	Time
	Date
	Time

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Team Process and Norms

Every team has two components that team members must pay attention to if the team is going to succeed. The team must pay attention to the content (or goals or outcomes expected). The team must also carefully shape and monitor the team process it uses to accomplish the goals. Team process includes:

· How team members interact with and communicate with each other

· How the team members communicate with staff not on the team

· How team members will be responsible and accountable for moving the project forward and accomplishing the goals

These team norms or ground rules are established with all members of the team participating equally. Here are sample process norms or guidelines that a team might use to effectively conduct its business. You may use them as a starting point, but each team must generate and commit to its own team norms.
Sample Team Norms or Guidelines
· Treat each other with dignity and respect. 

· Avoid hidden agendas. 

· Be genuine with each other about ideas, challenges, and feelings. 

· Trust each other. 

· Listen first to understand, and don’t be dismissive of the input. 

· Be open-minded. 

· Don’t be defensive with your colleagues. 

· Support each other - don't throw each other under the bus. 

· The discussion of issues, ideas, and direction will not become a personal attack or return to haunt you in the future. 

· Be open, communicative, and authentic with each other.

· It's okay to not know the right answer, and to admit it. The team can find the answer. 

· Problems are presented in a way that promotes mutual discussion and resolution. 

· It is safe to be wrong. Thoughtful decision making is expected. 

· Own the whole implementation of the product, not just your little piece; recognize that you are part of something larger than yourself. 

· Practice and experience humility - each of us may not have all the answers. 

· If you commit to doing something – do it. Be accountable and responsible to the team. 

· Promise to come prepared to your meetings and trainings so that you demonstrate value and respect for the time and convenience of others. 

· Strive to continuously improve and achieve the team's strategic goals. Don't let ineffective relationships and interactions sabotage the team's work. 

· Expend the effort to practice all of these norms and to care enough about the team and its work to confront each other, with care, compassion, and purpose, when a team member fails to practice these norms.

Adapted from Susan Heathfield, About.com, Human Resources, 2009.

Team Agenda

PBIS Leadership Team

	Meeting Date: 
	Time: 
	Location: 

	BRING:



	PURPOSE:




	Item
	Person
	Time

	1. Review norms, minutes from last meeting, and agenda items for today. 


	Jane Doe
	5 min.

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Team Minutes

PBIS Leadership Team
	Meeting Date: 
	Time

	Participants: 
	


	Item

Short title
	Discussion

Include facts, key points, ideas, process, and decisions
	Action Items

Include person accountable and timeline

	
	· 
	

	
	· 
	

	
	· 
	

	
	· 
	

	
	· 
	

	
	· 
	

	
	· 
	

	
	· 
	

	
	· 
	

	
	· 
	

	
	· 
	

	
	· 
	


Homework Checklist

1. Identify team members roles

2. Set your school-team meeting calendar

3. Come up with your 3-5 positively stated expectations.

4. Create your expectation matrix.

5. Identify ways to roll out expectations to the school community.
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