Are We a Well Functioning Team? Self-Evaluation
TEAM: _____________________________________      Date: _____________________

Directions:  Check the item only if all group members answer “yes” to the item
Before the Meeting:
1.  ____ Time is prioritized for meetings.

2.  ____ Agreed upon goals are identified. (POC, USAPT, APEPT)

3.  ____ Needed members are established.

4.  ____ Team roles and responsibilities are clearly delineated.
5.  ____ Ground rules are established.

During the Meeting:

6.  ____ Meetings start and end on time.

7.  ____ Needed members arrive on time and stay until the end of the meeting.
8.  ____ Leadership functions are distributed evenly by rotating roles (e.g., recorder, time-keeper).

9.  ____ The meeting does not stop to update tardy members.

10.____ Ground rules are discussed and violations are addressed.
11. ____ A structured agenda format is used that includes:


--A stimulus for moving the team from socialization to the meeting (ex. Calendar)


--Review of action plan items from the previous meeting


--A list of standing and new agenda items


--New action plan items


--New agenda items for the next meeting

12. ____We keep to the established agenda.
13. ____ We openly discuss conflicts that detract from the goals or agenda.

14. ____ We feel free to express our opinions and feelings (negative and positive).

15.____ Data are regularly collected and used to guide decision making.

16.____ Situations are viewed from a variety of perspectives prior to developing solutions.

17.____ Multiple solutions are generated and explored before selecting a particular solution.
18.____ We have a decision-making process (e.g. consensus, majority rule).

19.____ Everyone is accountable for the outcome; No one person is to blame if things go wrong.

20.____ Interventions implemented are those with evidence-based support.
21.____ Written documentation is provided for each meeting in a timely manner.

22.____ Action items are distributed evenly among team members.

After the Meeting:

23.____ A communication system exists for absent members and “Need to know” people, not part of the regular team.

24.____ Follow up procedures are used to determine if action plan items have been accomplished.

25.____ Systematic follow up procedures are used to determine the effectiveness of interventions.
TOTAL = _____ / 25
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Adapted from Thousand, J.S., & Villa, R.A. (1992).  Collaborative teams: A powerful tool in school restructuring.  In R.A. Villa, J.S. Thousand, W. Stainback (Eds.), Restructuring for caring and effective education: An administrative guide to creating heterogeneous schools (pp. 73-108).  Baltimore: Paul H. Brookes Publishing Co.

