Collaborative Teaming In Inclusive Settings
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                                                      TEAM MANAGEMENT PLAN

Classroom/Program                                                                      Year                         
Core Team Members





Position

Extended Team Members




Position

Where will the Team meet during the school/program year?

When will the Team meet during the school/program year?

Core Team:




Extended Team:

Day of Week                          


Day of Week                         
Time                                       


Time                                      
Weekly _________________


Weekly ________________

Every Other Week ________


Every Other Week _______

Other                                     


Monthly _______________







Other                                     
If additional meetings (core or extended) are needed, who will be responsible for arranging them?

If parents cannot attend meetings, how will the team keep them informed and solicit their input?

Where will team meeting notes be filed and who will be responsible for filing them?

SOURCE:  Fox, T.S, & Williams, W. (1991).  Implementing best practices for all students in their local school.  Burlington, VT:  Vermont Statewide Systems Support Project.

"Trusting" and Trustworthy" Behaviors: 


-
Discussing team issues only in team meetings


-
Arriving at meetings on time


-
Staying for the entire meeting


-
Talking about issues with team members (not behind their backs)


-
Completing assigned tasks on time


-
Encouraging everyone to participate


-
Using people's names


-
Looking at the speaker


-
Avoiding "put downs" or killer statements


-
Offering ideas on how to most effectively complete a task


-
Expressing support and acceptance verbally and nonverbally


-
Asking for help or clarification


-
Offering to help clarify


-
Energizing the group with humor, ideas, enthusiasm


-
Summarizing the material aloud


-
Asking other members to describe their reasoning processes


-
Criticizing ideas without criticizing people


-
Building on a teammate's idea or conclusion


-
Integrating different ideas into a single position


-
Seeing an idea from another person's perspective (especially the family)

[Fox, T.S, & Williams, W. (1991).  Implementing best practices for all students in their local school.  Burlington, VT:  Vermont Statewide Systems Support Project.]

COLLABORATIVE TEAM MEETING PROCESS
STEP ONE:

Assign team member roles (e.g., facilitator, recorder, timekeeper, agenda keeper)

STEP TWO:

Review agenda items and assign times to each item

STEP THREE:
Conduct team meeting




Celebrate




Review past meeting notes




List issues




Prioritize issues and brainstorm solutions for each prioritized issue




Select solutions to use for each prioritized issue and write down who will do what by when

STEP FOUR:
List agenda items for next meeting

STEP FIVE:

Set next meeting date (time, place)


TEAM MEETING WORKSHEET
CLASSROOM/PROGRAM:                                                                         DATE:                                          
LIST TEAM MEMBERS PRESENT:

LIST TEAM MEMBERS ABSENT:
TEAM MEMBER RESPONSIBLE FOR SHARING INFO:

ASSIGN GROUP ROLES ASSIGNED FOR THIS MEETING (# of roles to be determined by team and rotated):

	PRIVATE 
FACILITATOR:

RECORDER:

ENCOURAGER:


	TIME KEEPER:

OBSERVER:

AGENDA KEEPER:


LIST TODAY'S AGENDA ITEMS AND SET A TIME LIMIT FOR DISCUSSING EACH ITEM.

1.  Celebrate.

2.  Review past meeting notes.

3.  List issues.

4.  Prioritize issues.

5.  Brainstorm solutions and (by consensus) select a solution to use for each prioritized issue.  Write

    down who will do what by when.

***************************************************************************

LIST AGENDA ITEMS FOR NEXT MEETING:


            SET NEXT MEETING DATE:

1.
__________________________________________

DATE:

2.
__________________________________________

TIME:

3.
__________________________________________

PLACE:

CELEBRATE:

LIST ISSUES:

BRAINSTORM SOLUTIONS:

	PRIORITIZED ISSUES/SOLUTIONS
	PERSON RESPONSIBLE/COMPLETION DATE

	
	


 [Adapted from Fox, T.S, & Williams, W. (1991).  Implementing best practices for all students in their local school.  Burlington, VT:  Vermont Statewide Systems Support Project.]
ROLE DESCRIPTIONS FOR COLLABORATIVE TEAM MEMBERS
Facilitator
The facilitator helps the team to set the agenda and to move smoothly through each agenda item.  She insures that the team remains task-oriented and works to promote the team goals.  The facilitator seeks information and opinions, asks for facts and feelings from each team member, pulls together major ideas and suggestions and restates and summarizes major points.  The facilitator also helps to solve interpersonal problems between group members by promoting open discussions in order to resolve conflicts and increase group togetherness.

Recorder
The recorder writes down agenda items and all agreed-upon outcomes of the meeting.  The recorder should check to ensure that there is consensus among team members before recording outcomes.  The recorder asks for clarifications and summarizes group discussions in order to accurately produce meeting minutes.

Encourager
The encourager warmly encourages everyone to participate, giving recognition for contributions, demonstrating acceptance and openness to the ideas of other.  The encourager is friendly and responsive to team members.

Timekeeper
At the beginning of the meeting the team should establish the agenda and set  a time limit for each agenda item.  The timekeeper keeps track of the time spent on each of the teams agenda items.  She signals the group shortly before time is up on each item, and when it is time to shift from discussion of agenda items to the assignment of individual and group tasks and the building of the agenda for the next meeting.

Observer
The observer observes the team in action and gives feedback to team members on how well they did in their assigned roles and on good teaming behavior.  The observer should use a feedback form to structure the observations.  To use the form the team identifies skills on which they want feedback (e.g., active listening, summarizing and paraphrasing, encouraging others to participate).  The names of team members are listed across the top of the form.  Skills are listed down the left side of the form.  The observer makes a tally mark each time a team member demonstrates a skill and at the end of the meeting reports the frequency of use of each skill.  Individual team members can also identify skills that they would like to improve during meetings.  For example, if one team member is having problems interrupting other during group discussions, he might ask the observer to count the number of times that he interrupts others.

Agenda Keeper
The agenda keeper keeps the meeting going by ensuring that one person doesn't perseverate on one point and the agenda is covered.  She also attends to the use of collaborative skills by the team members (e.g., asking team members to restate things in a positive versus a negative manner).

[Fox, T.S., & Williams, W. (1991).  Implementing best practices for all students in their local school.  Burlington, VT:  Vermont Statewide Systems Support Project.]
Brainstorming Rules
1.
Each team member shares an idea in a "round-robin" fashion.

2.
No negative reactions to comments allowed.  A negative reaction may stop the next idea from being expressed.

3.
Wild ideas are fine.  Freewheeling is welcomed.  You will be able to be 

     
critical about ideas later.

4.
Don't worry about quality at this point.  Quantity is the main thing.  

5.
Set a short time limit.  Three to five minutes is about as much time as the mind can stay intensely creative in a group.

6.
Assign a recorder, but don't let the recording slow down the thoughts.  


Just jot down a phrase or key word and move on.

[Adapted from Fox, T.S., & Williams, W. (1991).  Implementing best practices for all students in their local school.  Burlington, VT:  Vermont Statewide Systems Support Project.]
Guidelines for Making Consensus Decisions

1.  Assume problems are solvable; avoid win-lose situations

2.  Present your position clearly/logically 

3.  Seek out other opinions

4.  Think of many possibilities



-Combine solutions



-Try several options in parallel



-Try an option for a designated period of time

5.  Eliminate non-viable solutions

6.  Involve everyone in the decision process

7.  Look for the next most acceptable alternative when stalemates occur

8.  Only support solutions you can live with

9.  Ask, “Is there anyone who cannot live with the solution?”

10.  Know when to back off

Steps in Addressing Conflict
Howard Garner, Ph.D.
	Skills and Behaviors


	Strength
	Area for Growth

	1. Separate the person from the behavior.  Focus on the issues, not personalities. 


	
	

	2. Ask questions to uncover both sides of the story.


	
	

	3. Allow ventilation of emotions on both sides. 


	
	

	4. Listen without judging, interrupting, blaming, or arguing.  Assume the person is expressing a legitimate concern.


	
	

	5. Give feedback to check your understanding of their viewpoint.


	
	

	6. Ask permission to tell your side of the story.


	
	

	7. Ask for feedback to check their understanding of your viewpoint.


	
	

	8. Ask for commitment to work out a solution.  Look for a shared vision and common goals. 


	
	

	9. Brainstorm possible solutions. 


	
	

	10. Agree on an action plan.


	
	

	11. Follow up. 
	
	


Vaughn, S., Schumm, J. S., and Arguelles, M. E. (1997).   The ABCDEs of Co-Teaching. Teaching Exceptional Children, Vol. 30, No. 2 - Nov/Dec. 


















