TIPS Meeting Foundations Checklist

School/Team: 










Date:
	
	Completed?
	
	

	Checklist Item: The PBIS Team has…
	Yes
	No
	Tasks Required for Completion 
	Who/ By When

	1. a member assigned to serve the role of Facilitator
	
	
	
	

	2. a member assigned to serve the role of Minute Taker
	
	
	
	

	3. a member assigned to serve the role of Data Analyst
	
	
	
	

	4. a member assigned to serve as a backup in case the Facilitator, Minute Taker, or Data Analyst is absent
	
	
	
	

	5. a printed team roster that includes (a) the name of each team member; (b) each team member’s role, as applicable; (c) each team member’s email address; (d) team norms 
	
	
	
	

	6. set its meeting schedule for the entire school year (date, meeting start time, meeting end time, location)
	
	
	
	

	7. ensured meetings will be held in a location that guarantees access to the Internet
	
	
	
	

	8. guaranteed access to a computer that allows Internet access (including access to SWIS database) for use at each meeting
	
	
	
	

	9. guaranteed access to a LCD projector for use at each meeting (or some other method that ensures team members can see SWIS and other relevant data at team meeting)
	
	
	
	

	10. As applicable, at least two team members who have the technical skills to…
	
	
	
	

	a. connect the LCD to the computer
	
	
	
	

	b. connect the computer to the SWIS database
	
	
	
	

	c. produce the SWIS ODRs per day per month and the “Big 4” reports/graphs
	
	
	
	

	d. produce SWIS “Custom Reports” on request
	
	
	
	

	e. project the computer screen’s image for all team members to see via the LCD within 5 minutes of the start of a meeting
	
	
	
	

	f. access and open the current electronic version of the Meeting Minutes and Problem-Solving Action Plan form, and complete the form during a meeting
	
	
	
	

	g. email an electronic copy of the completed Meeting Minutes and Problem-Solving Action Plan form to each team member within 24 hours of the close of the meeting
	
	
	
	


Any tasks assigned get copied to the meeting minutes of the next meeting as a follow up item
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