Team Responsibility Checklist for Student Referrals

Student: _________________
Grade: _______

Teacher:_______________

Referral Team:


Begin Date: _________
End Date: ___________

1.  Initial Steps







Completed/Date

a) Identify contact person 



1) Meet with teacher to answer questions and provide support in 
collecting baseline data









2) Pass out referral form to team members (email or mailbox)





b) Team members check student referral calendar weekly

2. First Team  Meeting:






Completed/Date          

a) Facilitator responsibilities


1) Email agenda









2) Lead discussion @ meeting







b) Recorder take notes @ meeting, complete intake form





c) Time-keeper keep things moving and keep team on track







--help team move toward intervention planning, tell team when 5 min. remaining
d) Team members


1) Review ZED referral form
prior to meeting







2) Attend team meeting









3) Bring potential intervention ideas to share






4) Go through problem solving steps 
(problem id. & analysis)




5) Develop intervention plan









6) Check w/teacher about understanding and feasibility of plan




7) Assign person to follow-up with teacher







8) Assign person to do procedural reliability check






e) Follow-up team member set-up dates/times to meet w/teacher




3. Intervention Implementation and Documentation


Completed/Date

a) Follow-up team member meets with teacher as planned





b) Procedural reliability check completed by team member





4.  Follow-up Meeting(s): 






Completed/Date(s)

a) Facilitator responsibilities


1) Email team agenda










2) Lead discussion @ meeting







b) Recorder takes notes @ meeting, complete follow-up form




c) Team contact person helps teacher share progress/results





d) Team decides next course of action 








--continue intervention, modify intervention, implement new intervention, further assessment
5. Additional Responsibilities and Action Items



Completed/Date(s)

a) Further team meetings scheduled and attended






b) Team keeps 1 copy 
