PBS TEAM ROLES AND RESPONSIBILTIES

	Role
	Responsibilities

	Chairperson/Facilitator
	· Develop agenda

· Facilitate meeting

· Follow-up on assigned tasks

· Seek input from staff and other committees

	Recorder/Secretary
	· Keep minutes

· Distribute minutes to team members

· Notify/remind team members of meeting time and location

	Data-base Manager
	· 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
	· 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
	· 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
	· 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)

	Team Archivist
	· Maintain a database of team products (e.g., systems tools, forms, data collection forms etc.) and back up database regularly

· Make updates or edits to products and disseminate

· Create an electronic archive for easy staff access to PBS team documents


