Collaborative Team Development
Identify who will participate on the collaborative team, and identify roles and responsibilities for each person on the team.  Consider the involvement of core and extended members.

Core Team (daily / direct involvement; attends every meeting)

	Name / Title
	Role
	Responsibilities

	
	Meeting Coordinator
	· Schedule meeting / Reserve meeting room

· Arrange for food and beverages, if needed
· Ensure a white board, markers, and erasers are available for the meeting

	
	Facilitator
	· Run the meeting

· “Run the Board” (Use white board to capture information)
· Manage team members’ behavior

	
	Recorder
	· Ensure appropriate info has been recorded

· Produce written document and action plan

· Assure team members get copies of the completed / updated documents as well as action plan items after each meeting

	
	Time Keeper
	· Assist facilitator with time management

	
	Data Specialist
	· Coordinate data collection procedures

· Train appropriate staff to collect data

· Analyze and summarize data prior to meetings to assist team in making decisions

	
	Implementation Coordinator
	· Coordinate observations and staff support to assure strategies are implemented with integrity

· Conduct action plan follow-through check ups (be the positive nag)

	
	OTHER
	


Extended Team (participates in some aspects of support; does not attend every meeting)
	Name / Title
	Role / Responsibilities
	Meetings to Attend
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