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Effective teams need established ground rules to guide team members’ behavior and work. Norms 

are the rules that the team agrees to follow, as it conducts its work. When norms are consistently 

followed, there is an increase in trust in team members and their intentions and a decrease is 

disagreements.  

Team norms should be established and agreed upon by all team members. Everyone should be clear 

on the consistent behaviors necessary to move work forward.  

Here are some questions to consider when creating your norms: 

• How should all team members be treated?

• What are the expectations of team member participation?

• How will we reach decisions?

• What are the guidelines during the meetings?

• How will we not be distracted and stay on task?

• How will we respect everyone’s time?

• How will everyone stay engaged with every voice heard?

Brainstorm ideas for your norms and choose no more than five. This will make the norms easier to 

remember and practice. Use consensus to determine the proposed norms that everyone can 

support or at least accept. 

Our team norms are: 

1. 

2. 

3. 

4. 

5. 

Your norms should be visible and reviewed at every team meeting. As your team develops, you may 

need to revise your norms. Remember the norms should always support all team members in being 

able to accomplish the work in the most effective way. 

Creating Meeting Process Norms 

Module 2: Handout 4 
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Collaboration Skills Never Sometimes Always 

1. Pausing

I allow time for thinking before adding to discussion

and/or decision-making.

2. Paraphrasing

I contribute to understanding by restating the ideas

presented by others.

3. Probing

I ask questions to clarify information.

4. Putting forward ideas

I share ideas during discussion.

5. Paying attention to self and others

I am aware of what I say, how I say it, and how others

respond to it.

6. Presuming positive presuppositions

I maintain the idea that my team members act from

positive and constructive intentions.

7. Pursuing a balance between advocacy and inquiry

I inquire for better understanding before advocating for a

position that leads to a decision.

Module 2: Handout 5 

Steps I will take to improve my collaboration skills: 

Collaboration Skills 

Strong collaborative teams develop over time and require commitment to the process. That 

requires using the schoolwide team meeting procedures of having an agenda, roles, norms, and a 

decision-making process. It also requires each team member to identify and practice collaboration 

skills. After each collaborative team meeting, use the following list to self-assess your level of 

collaboration skills. As each team member improves, your team will grow stronger.  

Name: ________________________________    Grade level: ________    Date: ____________ 

Check the level that reflects your participation within your team collaborative meeting. 

12 



Roles: Positions Team 

Members Assume 
Responsibilities: Tasks Team Members Complete 

Facilitator 
The Facilitator ensures discussions stay on topic and are discussed 

thoroughly by all team members. 

Recorder 
The Recorder documents responses during team activities and 

maintains a record of team discussions. 

Reporter The Reporter shares the team’s information with the larger group. 

Timekeeper 
The Timekeeper ensures discussion topics are addressed within the 

designated time.     

Engaged Participant 
The Engaged Participant listens with an open mind and contributes 

by sharing knowledge, information, and experience. 

Structure Description 

Meeting time and place Schedule regularly 

Norms Review at the beginning of each meeting 

Assigned roles Share the duties of the roles 

Formal agenda 
Follows protocol and is results-oriented 
Used for notetaking 

Collaborative inquiry method Choose method to accomplish work 

Decision-making process Identify method to reach decisions 

Conflict resolution Develop process for resolution 

Celebrations Recognize accomplishments 

Next steps Set specific plans for actions 

Collaboration skills Self-assess level of use 

Collaborative Team review Team assessment of process 

Team Structure 

Read the roles and responsibilities. Decide who will take on each of the roles for today’s training. 

Set the appropriate role cards in front of each team member. 

Note: At each professional learning, there should be a different Facilitator, Recorder, Reporter, 

Timekeeper, and Engaged Participants. Everyone should have a turn at the different roles. 

Collaborative Team meetings outside of professional learning must be structured. You will be doing 

important work, and structure ensures efficiency and effectiveness. You may use the following 

formats or your own. Your Collaborative Team meetings and process should include: 

Note: Your cohesive teamwork will lead your team into strategic implementation to increase literacy 

achievement for all students. Your coach will support your work and be available to offer technical 

assistance, when needed. 

Module 2: Handout 6 
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Staff Perception Survey Data Analysis 

A. Staff Survey Number of Respondents: _______

B. Inclusive Practices

Overall Strengths Opportunities for Growth 

Module 2: Handout 9 

C. Collaboration

Overall Strengths Opportunities for Growth 

D. Leadership and Support

Overall Strengths Opportunities for Growth 
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E. Differentiated Instruction

Overall Strengths Opportunities for Growth 

F. Instruction

Overall Strengths Opportunities for Growth 

G. Barriers

Overall Strengths Opportunities for Growth 
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No A Little Yes 

2. I like my school. ____% ____% ____% 

3. My teacher thinks I do good work. ____% ____% ____% 

4. Other students think I do good work. ____% ____% ____% 

5. My principal thinks I do good work. ____% ____% ____% 

6. My teachers work together as a team. ____% ____% ____% 

7. I learn a lot in my classes. ____% ____% ____% 

8. My teacher believes that all students
can do good work.

____% ____% ____% 

9. My teacher helps all students learn in my class. ____% ____% ____% 

10. All students have a chance to learn at my school. ____% ____% ____% 

Student Perception Survey Results K–2 

Module 2: Handout 10A 

11. What I need from my teachers to help me learn is…

Date: _________________   Total Number of Respondents: _______  

1. Percentage of Completed Surveys: Grade K____  Grade 1____   Grade 2____ 
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Overall Strengths Opportunities for Growth 

Overall Strengths Opportunities for Growth 

Student Survey Number of Respondents: _______ 

Parent Survey Number of Respondents: ________ 
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Student and Parent Perception 
Survey Data Analysis 
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Active Learning Strategies 

28 

Active learning strategies help teachers and students engage in learning. The strategies from each 

module in the Arizona Professional Learning Series can be adapted to support teaching and learning 

in your classroom. 

Analysis: Analysis is a process of observing a set of facts and interpreting what they mean. 

Assignment of Roles for Group Tasks: Students can add the numbers of their birthdate, address, 

or phone numbers. The highest total is assigned the first role. The lowest number is assigned the 

next role, and so on. Any grouping of numbers can be used. 

Brainstorming: Brainstorming is a process for generating creative ideas and solutions through 

spontaneous group discussion. Contributions are noted without criticism, and all group members are 

encouraged to suggest as many ideas as possible. 

Collaboration Skills: Collaboration skills required for successful group work are listening without 

interrupting; summarizing, paraphrasing or adding to others' ideas; and asking questions to clarify 

someone else's idea.

Collaborative Learning: Collaborative learning is a process of two or more students working 

together to search for understanding, meaning, solutions, or to create an artifact or product of 

their learning. 

Consensus: Consensus is a process to reach agreement that does not require a unanimous 

outcome. All students support and accept a decision and understand the reasons for making it. 

Gallery Walk: A gallery walk is a structured discussion in which small groups rotate and respond to 

prompts or questions posted around the classroom. 

Norms: Norms are ground rules set by a group to ensure everyone works together respectfully and 

effectively. Classroom norms can ensure a safe and inviting learning environment for all students. 

Round Robin: Round Robin is a brainstorming strategy with equal participation. Students sit around 

a table taking turns to share ideas on a specific topic or question. 

Self-Reflection: Students are guided to think about what they are learning and how their learning 

connects to them. 

Survey: A survey is a method of gathering information from a sample of people. Student surveys can 

provide information on how students learn, how students feel in the classroom, and what interests 

students have. 

Table Talk: Students sit in small groups. During learning, they turn to their group and discuss the 

information. 

Think-Write-Pair-Share: Individual students think about a topic or question, write their ideas, and 

share with a classmate. The pairs discuss and combine their ideas to share with the class. 

Three Questions: The three questions frame information. Students can identify what they are 

supposed to learn, what they know now, and what steps will close that gap. 
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Effective teams need established ground rules to guide team members’ behavior and work. 

Norms are the rules that the team agrees to follow as it conducts its work. When norms are 

consistently followed, there is an increase in trust in team members and their intentions and 

a decrease in disagreements. 

Team norms should be established and agreed upon by all team members. Everyone 

should be clear on the consistent behaviors necessary to move work forward. 

Here are some questions to consider when creating your norms: 

• How should all team members be treated?

• What are the expectations of team member participation?

• How will we reach decisions?

• What are the guidelines to follow during meetings?

• How will we not be distracted and stay on task?

• How will we respect everyone’s time?

• How will everyone stay engaged and hear every voice?

Brainstorm ideas for your norms and choose no more than five. This will make the norms 

easier to remember and practice. The norms should be supported, or at least accepted, by 

everyone. 

Our team norms are: 

1. 

2. 

3. 

4. 

5. 

Your norms should be visible and reviewed at every team meeting. As your team develops, 

you may need to revise your norms. Remember the norms should always support all team 

members in being able to accomplish the work in the most effective way. 

 Meeting Process Norms 
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Read the roles and responsibilities. Decide who will take on each of the roles for today’s 

professional development. Set the appropriate role cards in front of each team member. 

At each professional learning session and Collaborative Team Meeting, there should be a different 

Facilitator, Recorder, Reporter, and Timekeeper with the remaining team members as Engaged 

Participants. Everyone should have a turn at each of the different roles. 

Note: Print Team Role Cards on cardstock. Appoint a team member to bring the cards to every 

  team meeting and AZPLS professional learning. 

          

Team Roles Responsibilities 

Facilitator 
The Facilitator ensures discussions stay on topic and are 

discussed thoroughly by all team members. 

Recorder 
The Recorder documents responses during team activities and 

maintains a record of team discussions. 

Reporter The Reporter shares the team’s information with the larger group. 

Timekeeper 
The Timekeeper ensures discussion topics are addressed within 

the designated time.    

Engaged Participant 
The Engaged Participant listens with an open mind and 

contributes by sharing knowledge, information, and experience. 

Team Roles and Responsibilities 
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Collaborative team meetings outside of professional learning, must be structured. You will be 

doing important work, and structure ensures efficiency and effectiveness. You may use the 

AZPLS formats or your own. Collaborative team meetings and process should include: 

Structure Description 

Meeting time and place Schedule regularly. 

Norms Review at the beginning of each meeting. 

Assigned roles Share the duties of the roles. 

Formal agenda 

Follow protocol. 

Create results-oriented items. 

Use for note taking.  

Collaborative inquiry method Choose method to accomplish work. 

Decision-making process Identify method to reach decisions. 

Conflict resolution Develop process for resolution. 

Celebrations Recognize accomplishments. 

Next steps 
Set specific plans for actions.  

Identify metrics for successful completion. 

Collaboration skills Self-assess level of use. 

Collaborative team review Assess team process. 

It is important to understand that your collaborative 

inquiry method must be a continuous cycle. You will 

always be reviewing the needs of your students and 

using data to drive change. 

To begin the process, use the three questions to 

define your goals:  

• Where are we headed?

• Where are we now?

• How will we close the gap?

This cohesive work will lead your team into strategic 

implementation to increase literacy achievement for 

all students. Your coach will support your work and 

be available to offer technical assistance. 

Team Structure 

Note: The same three questions can be 

used with your students. Teach them 

how to ask and answer the questions 

within groups or as individuals. 
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 What Is Consensus Decision Making? 

Consensus decision making is a way of reaching agreement between all members of the team. 

Instead of simply voting for an item and having the majority of the team getting their way, a team 

using consensus is committed to finding solutions that everyone actively supports, or at least can 

live with.  

The team listens effectively, discusses (not debates) all ideas, and merges thoughts and opinions. 

In the end, all team members agree with the proposed decision and are willing to carry it out. 

Everyone commits to supporting the decision and implementing it.  

Levels of consensus could be: 

1. I agree.

2. I can accept the decision.

3. I can live with the decision.

4. I do not fully agree with the decision, but I will support it.

 Guiding Principles of Consensus Decision Making 

It is important to ensure all team members understand the principles of consensus decision 

making. Here are six guiding principles that all team members must understand.  

Guiding Principles of Consensus Decision Making 

 Inclusiveness All ideas are heard. 

 Accountability 
Everyone participates and accepts the consensus decision making 

process.  

 Facilitation 

An impartial team member manages the process, ensures the ground 

rules are followed, and helps to maintain a productive climate for 

communication and problem solving.  

 Flexibility 
Team members decide on the process that will provide the best way to 

discuss each topic and reach a decision.  

 Ground Rules 
Team members share in the responsibility for setting and maintaining the 

ground rules for reaching a decision.  

 Commitment All team members commit to carrying out their agreement. 

Consensus
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Site Overview  

AAA is a medium-sized, middle school (grades 4-8) in Arizona. Several years ago, after a thorough 

examination of their data, the staff concluded that one of their priority focus areas would be 

improving the outcomes for their students with specific learning disabilities.  

Their initial step was exploring the most effective methods to achieve this goal. Work groups 

reviewed literature and conducted book studies to build a collective understanding of the types of 

practices that support improved results for students with specific learning disabilities. The staff made 

the decision to increase access to general education through developing more inclusive practices 

throughout the grades.  

The district provided professional learning opportunities to build the understanding of the best 

methods to approach this change. It was determined that one of the most effective ways to build 

inclusive practices was through teacher collaboration. Teachers needed the opportunity to work 

together to design and create instructional environments within general education classes that 

support diverse learners.  

The next step was creating collaborative meeting times. They soon discovered that building 

collaborative meeting times into their schedules required adjustments. Staff worked with site and 

district leadership to create collaborative meeting time schedules that allowed for special education 

staff to participate on an ongoing basis.  

The site leadership team worked with the district and school community to adapt their bell schedule 

to allow for an early student dismissal giving staff 90 minutes per week of collaborative meeting time. 

Special education staff schedules were modified, as much as possible, to allow for teachers to be 

onsite to participate in the collaborative meetings.  

Since there were two special education teachers who support students with mild to moderate 

disabilities across the campus, it was decided that these teachers would be scheduled to support 

grade bands 4-6 and 7-8. This presented an additional challenge as to how the special education 

staff could support all classes in each grade band since the meetings for all grades occur at the 

same time.  

After trying several options, the staff decided to have teams within each grade band meet in a large 

room allowing specialists the ability to move quickly between the teams. They also staggered their 

discussions on literacy instruction (the site focus area) allowing the specialists to participate in each 

discussion for at least 30 minutes.  

Once the collaborative meeting time was in place, the site leadership worked with all teams to 

develop their working team products and processes. Each team developed:  

• A team vision aligned to the school’s culture of inclusiveness.

• Norms, roles, agendas, meeting schedule, and method for making group decisions.

• Procedures for how the team works before, during, and after meetings.

• A process of setting clear goals driven by data with built-in accountability and follow up.

Collaborative Team Example 
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One Team’s Example  

The fifth-grade team, consisting of two fifth grade teachers, the special education resource 

teacher, and the speech therapist have been early adopters of the collaborative process. Their 

team collaboration began about a year prior to the site focus on collaboration, as they were 

piloting co-teaching as a model for increasing inclusive practices. The team met informally during 

lunch and after school, so they had already developed a relationship as a team. They had a great 

deal of enthusiasm to make this new process work, but they were frustrated that they often ran out 

of planning time. Important decisions and next steps were frequently not finalized. Many of their 

discussions and decisions had not been written down, so they often had to review their 

discussions to recall their decisions.  

They worked with the site principal and district coach to develop a vision for their collaborative 

time which included their belief in high expectations and inclusive practices. Then, they worked on 

team norms and roles.  

Their norms included: 

1. Actively participate by sharing ideas and opinions.

2. Actively listen with an open mind to others’ ideas and techniques.

3. Stay on topic and focus on solutions/productive comments.

4. Be respectful.

5. Honor time limits.

The group decided that the team roles of Facilitator, Recorder/Reporter, Timekeeper, and 

Engaged Participants would rotate from meeting to meeting. They also agreed on their 

responsibilities as team members.  

General education teachers provide: content knowledge and instructional expertise for core 

instruction, overall lesson objectives aligned to state standards, a deep understanding of long-

range plans for core instruction and assessment expectations, and monitoring progress on core 

content.  

Special education teachers provide: specialized instruction aligned to state standards to match 

student needs, documentation of progress with IEP goals, and development of any specialized 

adaptations or materials.  

Both provide: Lesson planning, design, and delivery based on meeting the needs of every student. 

After working with the agenda for a few months, the team shared their process and its 

effectiveness and recommended some adjustments to the working group who developed this 

form. The team’s final agenda and other example documents were presented to the whole staff for 

a decision on choosing the schoolwide form. The final agenda format was put into a Google Doc 

for all to use.  

After two years of use, the staff found that the process resulted in efficient meetings where all are 

heard, and clear decisions with next steps are documented. The agenda format is on page 7. 
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Date: Location: Start Time: End Time: 

Allotted Time Agenda Item/Lead Person 

On a scale of 1 - 5, how well did we 
follow our Norms? 

1 2 3 4 5 

What area needs improvement? 

What did we do well? 

Complete Self-Reflection: 

Collaboration Skills 

               

Date: Location: Start Time: End Time: 

Facilitator: 

Recorder: 

Reporter: 

Timekeeper: 

Engaged Participants: 

Norms: 

Consensus Rule: 

Where are we headed? 

Where are we now? 

What evidence of learning or data is needed? 

Meeting Notes: How will we close the gap? 

Allotted 
Time 

Agenda Item/ 
Lead Person 

Agenda Item Notes 
Discussion: What needs to be done? By when? 

Who Will 
Do It? 

Next Meeting Information and Agenda Team Reflection 

Collaborative Team Meeting Agenda 
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Collaboration Skills Never Sometimes Always 

1. Pausing

I allow time for thinking before adding to discussion

and/or decision-making.

2. Paraphrasing

I contribute to understanding by restating the ideas

presented by others.

3. Probing

I ask questions to clarify information.

4. Putting forward ideas

I share ideas during discussion.

5. Paying attention to self and others

I am aware of what I say, how I say it, and how others

respond to it.

6. Presuming positive presuppositions

I maintain the idea that my team members act from

positive and constructive intentions.

7. Pursuing a balance between advocacy and inquiry

I inquire for better understanding before advocating for a

position that leads to a decision.

Steps I will take to improve my collaboration skills: 

Collaboration Skills 

Strong collaborative teams develop over time and require commitment to the process. That 

requires using the schoolwide team meeting procedures of having an agenda, roles, norms, and a 

decision-making process. It also requires each team member to identify and practice collaboration 

skills. After each collaborative team meeting, use the following list to self-assess your level of 

collaboration skills. As each team member improves, your team will grow stronger.  

Name: ________________________________    Grade level: ________    Date: ____________ 
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Directions: Rate your site on your current level of collaboration with an emphasis on a team’s ability 

to support students with specific learning disabilities to improve their outcomes in literacy. 

A. Infrastructure for Collaboration
Structures, or essential elements, for establishing proper foundations for Collaborative Teams to 
exist and effectively function are in place. 

Item Indicators 
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Evidence for Rating 

1. Common planning time is 
provided for collaborative 
teams. 

0 1 2 3 

2. Availability of special 
education staff is considered 
when developing the 
schedules for common 
planning time. 

0 1 2 3 

3. Clear expectations exist for 
the use of the common 
planning time for collaborative 
planning team meetings. 

0 1 2 3 

4. A process for addressing the 
needs of students with 
specific learning disabilities 
during collaborative planning 
team meetings is established. 

0 1 2 3 

5. Roles of staff (general and 
special educators) in the 
collaborative planning team 
meetings are defined and 
clear. 

0 1 2 3 

6. Collaborative Team meetings 
are given priority over other 
meetings/activities. 

0 1 2 3 

Column Totals: Section Average Score: 

Notes: 

0 Not Started  
1 Beginning—People in the school are familiar with this practice and see it as a goal to move towards. It occurs to a limited extent or by only a few people.  
2 Progressing—The school is moving towards implementing this practice. It is partially or inconsistently in place.  
3 Implementing—This practice is well developed and part of the school culture. It is implemented fully and consistently and seen as important for stakeholders.
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B. Structure of Collaborative Team Meetings
 Focused time and specific evidenced-based practices to increase a meeting’s effectiveness are in 
 place. 

Item Indicators 
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Evidence for Rating 

1. The structure of Collaborative 
Team meetings includes a 
shared vision and mission. 

0 1 2 3 

2. The structure of Collaborative 
Team meetings includes 
norms for how the meetings 
are conducted. 

0 1 2 3 

3. The structure of Collaborative 
Team meetings includes 
clearly defined meeting 
logistics (who, when, where, 
etc.). 

0 1 2 3 

4. The structure of Collaborative 
Team meetings includes an 
agenda with goals, outcomes 
based on the use of data, 
decisions, and next steps. 

0 1 2 3 

5. The structure of Collaborative 
Team meetings includes a 
process for distributing 
minutes to all members and 
leadership. 

0 1 2 3 

6. The structure of Collaborative 
Team meetings includes 
facilitative tools, such as 
discussion protocols. 

0 1 2 3 

Column Totals: Section Average Score: 

Notes: 

0 Not Started  
1 Beginning—People in the school are familiar with this practice and see it as a goal to move towards. It occurs to a limited extent or by only a few people.  
2 Progressing—The school is moving towards implementing this practice. It is partially or inconsistently in place.  
3 Implementing—This practice is well developed and part of the school culture. It is implemented fully and consistently and seen as important for stakeholders.
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3. Collaborative Team Meeting Processes
Collaborative Teams utilize intentional procedures that make planning time effective and center on 
students’ needs. 

Item Indicators 
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Evidence for Rating 

1. Collaborative Teams listen to 
the views of all participants. 

0 1 2 3 

2. Collaborative Teams reach 
decisions through an 
identified decision-making 
process. 

0 1 2 3 

3. Collaborative Teams use a 
problem-solving technique 
to assess the root cause of 
a problem. 

0 1 2 3 

4. Collaborative Teams assess 
and reflect on their own 
progress within the 
collaborative process to 
continuously strengthen and 
improve their collaboration. 

0 1 2 3 

5. Collaborative Teams have a 
mechanism to resolve conflict 
within their collaborative 
process. 

0 1 2 3 

6. Collaborative Teams 
implement decisions and 
actions steps with fidelity. 

0 1 2 3 

7. Collaborative Teams use 
data to assess the impact of 
their activities. 

0 1 2 3 

Column Totals: Section Average Score: 

Notes: 
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0 Not Started  
1 Beginning—People in the school are familiar with this practice and see it as a goal to move towards. It occurs to a limited extent or by only a few people.  
2 Progressing—The school is moving towards implementing this practice. It is partially or inconsistently in place.  
3 Implementing—This practice is well developed and part of the school culture. It is implemented fully and consistently and seen as important for stakeholders.
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