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PBS TEAM ROLES AND RESPONSIBILTIES 

TIPS SHEET FOR COACHES

	Role
	Responsibilities

	Chairperson/Facilitator

· Develop an agenda that maps to / aligns with  your action plan

· Have times assigned to all agenda items 

· Make sure to have timelines and responsible parties for each task assigned

	· Develop agenda

· Facilitate meeting

· Follow-up on assigned tasks

· Seek input from staff and other committees

	Recorder/Secretary  
· Consider typing your notes as the meeting takes place
· Distribute notes to entire staff (abridged, give to communicator to post on a PBS bulletin board)
· Reminder email to team should prompt all to bring PBS binders and any items they were to prepare or collect for the meeting
	· Keep minutes

· Distribute minutes to team members

· Notify/remind team members of meeting time and location

	Data-base Manager 
· Generate a Big Five Report for Calendar months using fixed order, consider doing one for majors and one for minors

· Give one copy of the Big Five Report for the Communicator to post on the PBS bulletin board


	· Summarize data from previous month

· Present update on standard data (e.g. office referrals, etc)

· Summarize data necessary for any pending decisions (e.g. effectiveness of new cafeteria routines.)

	Communication Coordinator 
· Signage should be posted throughout building with the schoolwide expectations
· Setting specific signage should be posted and tied to the schoolwide expectations (e.g., Being Safe in the Cafeteria means keeping hands and feet to self)
· Signage should be Big, Bold, and Simple with consistent language throughout the building 

	· Report progress and data-based feedback to staff

· Create/Maintain newsletters, bulletins, teacher lounge bulletin board

· Maintain systems of communicate with staff

· Post expectations

	Time Keeper/Task Master 
· Bring a timer to every meeting and use it…let it be the “bad guy”

· Be firm but consistent to help your team stay on topic and on time
	· Monitor agenda times and topics

· Keep the group focused and moving

· Monitor start and end times

· Table the subject or make a decision

	Team Cheerleader
· Develop a schedule of the year for providing small notes of encouragement, then split the list and work
· Consider times of year that are particularly hard and provide some type of positive feedback BEFORE that time
· Cheerleaders have to model for rest of staff how to support eachother as the school implements PBS
	· Monthly booster notes/treats for staff members

· Plan staff celebrations and recognitions

· “challenge” staff to recognize efforts that support PBS process (putting adult tickets in staff members boxes)


· Anything copied to be distributed should have school name and date at the top and should be three hole punched
