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	HINTS

	Record all of the tasks or “to do’s” during the meeting
	· Include the following: (a) the task(s), (b) who will do it, (c) when it will be completed, (d) how to evaluate that the task is completed.  
· Before the meeting adjourns, read the list aloud.  Monitor the distribution of tasks and ensure that the team keeps with the true spirit of collaboration through shared responsibility.  
· At the beginning of the next meeting read the tasks from the previous meeting and records whether the task was complete or not. 




	Hints
	write down group decisions and answers



	· You may want to write down each agenda item and the discussion of that agenda item next to/underneath it

· Be as detailed as possible when recording 
	


	Scribe
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	Timekeeper 
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	Monitor time allotted for each agenda item. Make sure the meeting/ discussion moves along.
	· If time limits have not been previously set ask the team how    much time they want to spend on each item before discussion begins.

· Remember, a timer is easier to use than a clock or watch!

· If time is running out on an agenda item and the discussion is still going pretty strong, inform the team that there are “X” minutes or seconds remaining. At this time negotiate more time or end the agenda item until the next meeting.



	   Facilitator
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	Guides the meeting
	· Summarize discussions

· Give directions for tasks

· Clarify/paraphrase team member(s) comments/input

· Don’t hurry ending process during brainstorming activities




	Keeper of the Rudder 
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	hints
	· Don’t be so rigid that humor and bonding are sacrificed.
· Just say “rudder” and they should move back on topic.

	Get those people back on track!

	HINTS
	Ensure that everyone participates and contributes

	· Use a lead in phrase like, “that’s very interesting Name. Name, do you have anything to add?”

· Call on silent members of those who  have contributed very little to share their thoughts.

· Thank a member of the group who may be monopolizing the conversation and encourage them to allow others to contribute. 
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Equalizer
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Norm Prompter


	hints
	· Remind the group of a rule or norm which is difficult for them to observe
· Remind an individual (privately and maintaining his/her dignity) of a rule or norm with which he/she is having trouble

· Help the group self critic on adhering to norms

	Ensures that everyone adheres to the groups’ norms or rules
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Jargon Buster


	How to bust a jargon…
	make sure all acronyms are known
	….if an acronym is used and you suspect that some team members do not know the meaning, stop the conversation and get clarification!


	hints
	Hi Guys!  How Ya Doin’?  Is there anything I can do to help you?

	· Make sure you have a copy of the task list so you can support your team.

· Check with each person on the team to see if there are any questions or concerns.

· Offer encouragement and support to team members who are working on tasks.

· For tasks that require collaborative effort, offer to help establish time to meet.

This may mean helping arrange a scheduled time to meet.
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              How Ya Doin’?

            Encourager
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	Communicator
	·  Coordinates communication activities to relay leadership team/professional development progress back to the faculty and staff

· Could be a go-to person for staff/faculty questions about SWPBS.
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