
Collaborative Team Meeting Roles
	Role/Purpose
	Responsibilities

	Group Member

Serves as a critical factor in making a difference in student achievement

	· Bring all needed and requested materials to the meeting
· Participate fully and openly with the intention to act
· Abide by established group norms
· Asks for clarification of ideas that are not clearly understood or detailed
· Works collaboratively with the group to achieve group goals leading to the overarching school goal

· Desires to learn as well as share

	Facilitator

Leads the group discussion, making sure the norms and the agenda are followed by each group member.  Seeks to bring the group to consensus and specific action steps to be taken

	· Leads the discussion, encouraging involvement from all
· Sets up the room so that all members are able to see and hear each other in the process of the meeting

· Prepares an agenda, which includes times, location, materials, and action items, based on group and site leadership input

· Paraphrases the group in “bullet language” for the recorder OR writes notes on chart paper for group 

· Checks meeting notes for accuracy and completion prior to being submitted to site leadership

· Publicly acknowledges when there is confusion or conflict among the group
· Works to minimize personal input and does not dominate the conversation 

· Posts group norms and prepares needed materials, if any.

· Monitors the group for adherence to the specified norms

	Recorder

Maintains a record of the group thinking, discussion and action.
	· Lists the group ideas and decisions on chart paper OR keeps notes on paper/computer
· Writes only what is said by the facilitator on chart paper and/or meeting notes
· Keeps attendance of who is present at the meeting

· Along with facilitator, submits meeting notes to the site leadership
· Assists facilitator in providing materials as well as posting group norms 

	Timekeeper

Keeps track of the incremental portions of the agenda and of the overall meeting.
	· Watches the clock to be sure each item on the agenda is given its agreed upon time
· Gathers input with the help of the facilitator if time for an agenda item should be extended

· Without being disruptive, provides a warning sign or verbal indicator that time is running out on each agenda item
· Supports the facilitator with reminders to share time equally
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