Checklist for PBIS Team Leaders and Team Members—
Preparing for a PBIS Meeting:
· Develop a schedule for meetings for the year

· Distribute schedule to all team members, your administrator, and your coach

· Team Leader should invite all participants including the coach and administrator (send reminders)

· Team Leader (or designated individual) should develop an agenda for the meeting

· Team Leader (or designated individual) should print out your discipline data for discussion

During the PBIS Meeting:
· Identify a note taker;  minutes should be taken at every meeting and filed for later reference

· Review discipline data

· Use the data to discuss monthly progress and to make decisions

· Discuss/evaluate intervention plans

· Discuss PBIS progress toward goals with reference to your PBIS Annual Action Plan

· Discuss any county-wide requirements that may be upcoming (e.g., completion of  Implementation Phases Inventory (IPI), Recognition Award application, Benchmarks of Quality (BOQ), preparation for School-wide Evaluation Tool (SET), staff survey, etc.)

· Review subcommittee reports

After the PBIS Meeting:
· Team Leader (or identified individual) should update the administrator if the administrator was not able to attend the meeting

· Designated individual should send out reminders for any follow-up information and/or tasks

· Minutes of the meeting should be distributed to all members and filed in a central location

· Team Leader (or designated individual) should report PBIS updates and intervention plans at each faculty meeting (monthly)

· Report and show data at faculty meetings (preferably monthly; at least quarterly)

Other things to consider:  
· Does all staff have an ample supply of your gotchas?

· Do all teachers have a poster of the school rules posted in their classroom?

· Are there posters of the rules in the hallways, cafeteria, library, and other common areas?

· Do you have an instructional manual/guidebook about PBIS for your substitute teachers?

· Do you have a plan to train new staff members who transfer in mid-year?

· Have you considered booster sessions for the students to review the school rules and expectations?

Also:
· Does your PBIS team want to be considered for a Recognition Award?

· Remember that data submission (on time) is crucial and necessary

· Remember to always focus on what the data is telling you and use it for decision making

· Visit the www.pbismaryland.org website for resources and support

· Let me know if you have any questions or if I can help you in any way!!!!  (  jparr@bcps.org
