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	Team Membership

	In Place
	Needs Improvement
	Reflection Item

	
	
	Team members reflect the cultural and linguistic diversity of the students

	
	
	Our team includes least 2 teachers that represent the span of grades in our building

	
	
	Our team includes key staff who have a school wide role (e.g., school counselor

	
	
	Out team includes staff who are typically involved in conduct and discipline (e.g., Dean)

	
	
	Our team includes staff that have regular contact with students in day to day routines

	
	
	Our team includes 1-2 parents of students in the school or we have a regular way to convene a group of parents for input (e.g., advisory or focus group with a regular meeting schedule)


	Meeting Logistics & Organization

	In Place
	Needs Improvement
	Reflection Item

	
	
	The Universal team held a meeting in the last 4 weeks

	
	
	Everyone knew when and where to go

	
	
	Everyone arrived on time

	
	
	At least 90% of the team attended the meeting

	
	
	Space allotted for the meeting was adequate and conducive to team discussion

	
	
	Outside interruptions were kept to a minimum

	
	
	Amount of time allocated for the meeting was adequate for discussion and decision making

	
	
	The line of communication in between meetings is regular and effective 

	
	
	There is a clear delineation of responsibility among team members for who is responsible for key intervention implementation tasks and oversight (e.g., data workgroup or recognition system point of contact, etc.)

	Discussion & Productivity

	In Place
	Needs Improvement
	Reflection Item

	
	
	Team discussion is guided by an articulated agenda

	
	
	Team discussions stay on topic and are solution focused

	
	
	Team members stay engaged in a single conversation and avoided having multiple conversations at the same time

	
	
	Team members listen to one another when talking

	
	
	Team members resolve conflict / different points of view in a respectful way

	
	
	Discussion results in a specific action step/task list

	
	
	All team members take on tasks to complete

	
	
	Following the meeting everyone received a summary of the discussion and task assignments

	
	
	Team complete assignments in a timely manner

	Team Camaraderie & Atmosphere

	In Place
	Needs Improvement
	Reflection Item

	
	
	The team agrees upon a shared purpose

	
	
	Time is allocated to reflect on how the team is doing working together

	
	
	The team shares and uses each member strengths

	
	
	The team enjoys working together

	
	
	The team uses strategies to enhances the atmosphere and group bond

	
	
	The team celebrates individual and collective achievements


Universal Prevention Team


Reflection Checklist
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