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SWPBS Tier 1 Team Meeting INITIAL Agenda
	DATE
	Facilitator 
Creates agenda and guides meeting
	Scribe
Takes notes and copies for all
	Timekeeper 
Monitors time on agenda items 
	Taskmaster 
Writes tasks and copies for all
	Rudder 
Ensures team stays on task (agenda)
	Encourager

Checks task status, assists if help is needed
	Equalizer

Ensures everyone is able to  participate in discussion
	Jargon Buster

Asks for clarification on unknown/confusing terms.

	
	
	
	
	
	
	
	
	


I.
Celebrations (3 minutes) 
II.
Agenda Review (2 minutes)
III.
Meeting Operations (40 minutes)
A.
Team Roles (Reminder of Roles, Role Cards & Creation of Rotating Roles Chart above)

B.
Ground Rules
1. Dates of meetings (1X or 2X per month?)
2. Location
3. Start/End Time of routine meeting
4. Meeting Minutes will be

a)  Taken how?


b).  Disseminated how? By when?

c)   Kept where?
5. Task List will be

a)  Taken how?

b)  Disseminated how?


c)  Disseminated by when?

6. Cancellation…


a)  Weather


b)  Quorum? (Will there be a minimum number that must be present for us to conduct the meeting?  If so., how many?

7. Decision-Making Strategies (Is there agreement to use consensus for major decisions?)

8. Name protocols (i.e., Dr., Mrs., Miss, Mr.)

9. Agendas printed out by ….

10. Liaison to Outside Consultant and/or your district SW-PBIS Coach
11. Keeper of Role Cards and Timer (for meeting)?

12. Confidentiality

13. Email addresses
14. Cell phones and Text Messaging
15. Other?

C.   Tasks
IV.
Faculty and Staff Support is 80% (10 minutes)
A.   Do we have buy-in?

B.   Tasks

V.       Team Composition – Do We Have Who We Need at the Table?  (15 minutes)
	
	Principal who can make discipline decisions
	
	Parents

	
	General Education Teacher(s)
	
	School Counselor

	
	Special Education Teacher(s)
	
	SRO 

	
	Special Area/Related Arts Teacher(s)
	
	Community Members

	
	Educational Assistant(s)
	
	Central Office/BoE Member

	
	Students
	
	Other?


VI.
Team Mission (What’s Our Purpose?)  (10 minutes)
VII.
Team Vision (When We Get There, What Will It Look and Sound Like?) (10 minutes)
VIII.
Plan for Routine Communication to All Faculty and Staff  (15 minutes)

A.
Certified Staff


B.
Non-Certified Staff


C.
Students

IX.       Recap of Tasks from Today’s Meeting (3minutes)
X.        Next Meeting:  Date: ______________; Time: _____________; Location: ______________







