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Beulaville Elementary


EXAMPLE ACCOUNTABILITY TEMPLATES


Documents to Assist in Organizing a Collaborative Team


TEAM CYCLES
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DEVELOPMENT OF NORMS

Suggestions to develop team norms 

1. All team members must be present.
2. Ask members to verbalize things that they have seen, heard, or experienced in a meeting that they did not like. Examples: People interrupting each other, members showing up late, etc. Construct a list of their responses on chart paper.
3. Ask members to verbalize elements of a good meeting. 
a. Examples: People listen to each other, all ideas are open for consideration, stakeholders treat each other with respect, etc. Construct a list of their responses on chart paper.
4. From these lists, agree on items to put in the appropriate areas of the Norms Development Template (Below)
5. Record the team norms on template
6. Ask team members to sign the completed document.
7. Distribute a copy of the finalized document to each member at your next meeting.
8. Tips To Ensure The Team Norms Are Successful

Tips to ensure the team norms are successful
1. Ask a team member to read the Norms at the beginning of each meeting.
2. Post the Norms during each meeting.
3. Review the Norms monthly, or as needed, to ask members if the norms are effective or if they need revision.
4. Don’t use the Norms as a rulebook. They are guides.
5. If a new member joins the team, review the Norms and offer an opportunity for their input.





TEAM NORMS TEMPLATE


	CONSIDERATIONS
	PURPOSED NORMS

	Time 
· When will we meet?
· Start and end on time?
	

	Listening 
· How will we encourage listening? 
· How will we discourage interrupting? 
	



	Confidentiality 
· Will what we say in the meeting be held in confidence? 
	



	Decision Making 
· How will we make decisions?
· How will we deal with conflicts?
	



	Participation 
· How will we encourage everyone’s participation?
· Will we have an attendance policy?
	



	Expectations 
· What do we expect from members?
· Are there requirements for participation?
	







Signature of Team Members
	















TEAM MEETING MINUTES

	Meeting Dates
	

	Team Name
	

	Facilitator
	




Team Members in Attendance

	





Topics of Discussion

	





What do we want students to learn?
	





How is our implementation plan working?
	





How Are Our Strategies Working For The Students Who HAVE NOT Attained Proficiency?
Data based
	





Best Practices That Were Shared During The Meeting
	





We Need, Our Questions, Etc. (Attention School Administration)
	





Evidence That Our Plan Is Working: (Data Is Attached).  Yes  ☐          No ☐




PLC NOTES AND PLANS

	Focus Of The
Meeting
	Discussion, Issues, Concerns

	Ideas and Decisions


	





























	
	

	Before the next meeting I need to…

	For our next meeting I need to bring…

	












	





	New ideas I will use in my classroom 
	How I implemented the ideas

	Results
Did the idea prove to be effective?

	





























	
	

	Before the next meeting I need to…

	For our next meeting I need to bring…

	












	






	GOAL SHEET


	Focus/Plan
(What is the problem? Why is this occurring?)





	Strategies/Do
(What are we going to do about it?)





	Assessment /Check
(How are we going to progress monitor? Is it working?)
Proficiency Level ___________% Assessment Description





	Remediate/Response
(What are we going to do about it? How will we help the students who didn’t achieve the goal?)





	Enrichment/Response
(How will we enrich the students who achieved the goal?)






	General Notes












SMART GOALS

SMART goals are set with the purpose of increasing student achievement.
SMART goals are specific in that they clarify precisely what students should learn, the level of the learning (proficiency level), the assessments that will be used to make the proficiency determination and a time frame.

A SMART Goal is:
Specific 
Linked to the SIP goals. It focuses on specific student learning and answers WHO and WHAT.

Measureable 
Student success is measured by assessment. It answers the question - H O W.

Attainable 
The goal should be set high but within reason. High goals are not always attained but this does not mean it was a failure.

Results Oriented/Relevant/Rigorous
Supporting the SIP, results tell you who has achieved proficiency. These results determine which students need remediation or enrichment.

Time Bound
All goals are bound by a clearly defined time frame.

SMART Goal Example
1. _________ % of grade 9 math students will increase their _________ scores by ______% by the end of the second nine weeks as measured on the (assessment) __________________.

2. Fifty-two percent of my writing students will increase their average writing scores by one point by the end for the first nine weeks as measured by the (assessment) ________________.

Non-Example
1. My students will do better on their math tests.
2. The team’s students will increase their understanding of expository writing.
3. My reading students will complete 80% of their homework.



so that
we will
action verb
object
Current level of performance





level of
will demonstrate
which and how named students




as evidenced by
performance or behavior
by when
measuring device





	TEAM SMART GOAL
	

	School: Chinquapin Elementary

Content Area:

PLC Lead: 


	School Goal(s)

	Team Members:


	P
L
AN
	Analyze the data and define focus/goal





	What does  the data tell us?
	




	
	

	Our Goal
	




	DO
	Implementation 
	Our action plan
	

	CHE
CK
	Assessing, Maintaining,and Monitoring

	What is the timeline?
How and when will we assess the students?
	

	AC
T
	Response
	Our remediation or enrichment plan
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