Effective Teaming

with

Meeting Mechanics
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—) Do you participate in
' effective team meetings?

If so, what are some effective
practices?

If not, what are some examples
- of the ineffective habits teams
get into?
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Effective team?




The most efficient and effective meetings:

 Adhere to a defined process

 Have agreed upon guiding principles (agreements/norms)

« Have key ingredients that are important for meetings to achieve
their purpose:

getting the right people to the table (commitment)
staying on task (time keeper)
making decisions based on accurate information (data!)

problem solving (brainstorming)
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xecuting plans in a fair and timely manner (action plan)
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Setting the Stag
for Meeting Efficiency

.

=> Optimal Physical Environment (Materials)
=> Team Guidelines (Protocol)

=> Professional Accountability (Dated Action Plan)
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We all play a role...




Crucial EIenE\ts

e A facilitator “runs the board”

* The facilitator follows the six steps of
the Meeting Mechanics process in a : _
linear progression. - ESNSS 77T f,
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* The facilitator will redirect
participants when off track.
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Meeting Mechanics

Creates an environment in which people feel safe to
express themselves and feel heard.
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Meeting Mechanics
Develop and Protect the Idea

prOblem 5 mins 5 mins ASSign
|dentification Responsibilities

‘ Goal is to keep it at 45 ‘

minutes or less.

Problem Implementation
Specification Variables 6 mins

\ Cluster/ f

Brainstorm ==~ 6
Prioritize

5-8 mins
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Change to the Status Quo....

Problem Cluster Assign
Specification Prioritize Responsibilities

(Action Plan)

Path of least g Resistance (Default)
Problem Brainstorm Implementation
Identification Variables

AKA barriers
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Effective
Teaming
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Optimal Environment

e Allideas are good ideas (they all get put up) best ideas go to Action Plan
e Talk to the board (avoids sidebars, etc.)
e Easy to follow/stay on task when have a visual
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Guiding Principles
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Guiding  _
Principles
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Refrain from
Defending, Convincing,
or Monopolizing
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Guiding
Principles

Controlthe CONTROLLABLES

Step out :
of your ; igﬂ”]jz}g

Defined | fYT

Role AN
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Meeting

Essentials

(Components Needed for Effective Teaming)

IDENTIFIED ROLES FOR

Notetaker, Facilitator, Timekeeper

@ Guiding Principles
@® AN AGENDA

A MEDIUM for TAKING NOTES and
RECORDING Action Items

) Visual Organizer

- and Medium for Use - Whiteboard or Chart Paper

. Meeting Mechanics

o0
START ® Relevant Data
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Meeting

Practices

(Team Behaviors that Improve Meeting Performance)

@ START and END meetings ON TIME
) Ensure needed TEAM MEMBERS are present

@ Follow established AGENDA

@ Establish and rotate ROLES and RESPONSIBILITIES
) Use GUIDING PRINCIPLES

@ 1:2ke NOTES and record ACTION ITEMS
. Use MEETING MECHANICS for problem solving
() Establish a DECISION-MAKING process

‘ Ensure EQUITABLE DISTRIBUTION of action items

. DATA are collected to GUIDE decision making
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Individual Meeting

Accountability

(Individual Behaviors that Improve Meeting Outcomes)

Make attendance at meetings a priority

Arrive on time and stay for the entire meeting

Bring new ideas, relevant information, and
evidence of action item completion

Actively participate and contribute

{
i
N

Seek understanding & presume positive intent

‘ Model and maintain a safe, productive climate
for discussions

Be mindful of your own verbal and non-verbal

communication

Address guiding principle violations

......
&

. Use law, research, and data to guide
discussions & decisions

START

Stotewide Autism Resources & Training g



Meeting Name
Date and time

CALENDAR ROLES:
e Upcoming meetings: Facilitator:
e Other calendar items Note taker:
Timekeeper:

ACTION PLAN FOLLOW UP

Brief Items (2 minutes)

Standing Items

Discussion Items

Future meeting items
®

REVEW NOTES AND ACTION PLAN




Action Plan

Who

Will do what

By when




Meeting
Mechanics Process
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MEETING MECHANICS PROCESS
SUMMARY

Problem Identification: (5 minutes)
IDENTIFY the peoblem
Open-ended format
Democranc {al
Prioritze concems, # neadad STOR-

Problem Specification: (15 minutes)
More SPECIRICALLY enderstand the problem
Opesatonal defintions
Data analysis
Antecedent vanables focus STOP-

Brainstorm: (6-8 minutes)
Brainstom possble solsonsskaleges W address the peablem
ALL ieas are deas
Don't exeplain, convinoa
Professional ol elminas
Focus on developing the best idea in the room STOP-

Cluster/Prioritize: (6 minutes)
CLARIFY ideas
CLUSTER simdar ideas (3 primary)
PRIORITIZE deas though sequancing STOP-

Implementation Variables: (6 minutes

ickeniiy BARRIERS 1o mplesnentation solutions # recessary)
Identiy Bmd:bmph
Desermmine DATA COLLECTION methods for evaluasion STOR-

Assign Responsibilities: (5 minutes)
Team process

Roles and lnctiors
Deweiop ACTION PLAN STOP.
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Problem ldentification

Use an
open-ended 2
FefiTs Encourage
equitable

3 participation

|dentify and
prioritize

problems
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MEETING MECHANICS

Assign

Problem Responsibilities
Identification f

\ Open Ended Implementation

Prt.)l?len'\ Group Developed Variables
Specilicaliofl perspectives Considered /

Gaining Consensus

Do we have a problem
worth working on?
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Problem Specification

. |

Clearly define 2
prioritized
problems

3

Determine if
there is enough

Review data and
identify variables
associated with the
problems

information to
proceed
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MEETING MECHANICS

Problem Assign
|dentification Sy i

Generic to Specific
Operational Definitions
Data Analysis
Antecedent Variables

Problem
Specification

Distinguish Problems from Variables

Braind| Do we have enough information about the
problem to try to solve the problem.

Yes / No
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Brainstorming

! 2

Gererate All ideas
ideas to solve = go to the

the problems A board

3

Use the
guiding

principles
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MEETING MECHANICS

Problem Assign

Identification
\ *Facilitator®

Probl Time Frame

Specifi All Ideas of Good Ideas
Board Driven
Channeling

] Democratize
Brainstorm :
Co-existence of Ideas
START

tion



Cluster & Prioritize

. |

Clarify 2

e Cluster
4 similarideas

3

Prioritize for
implementation
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MEETING MECHANICS

Problem Assign

Responsibilities
Clarify Ideas f

Cluster Similar Ideas

plementation
Idea Dependency Variables

Prioritize ldeas Through Sequencing

Cluster/
Prioritize

EEinstorm
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Brainstorm > Cluster  —ssdalstory about going o
Qcture S@
A door passing cape
@uddy towalk 1o @nh o '\
* More time to process durin
(Carry own@ itone /

-@ual ﬁ@ * Moving picture schedule
C\lap before@

@'eferred activity foll@ = Time frame for how long will be i
libra ibrary

Red — Visuals to help predict @emate door to ente@
Blue — visuals for task completion
Green — Environmental Supports Give 2 choices (Or choose orde




Implementation Variables

il 2

Determine Adclress

fesotifces pOSS|bI.e
needed :
4 Dparriers

3

ldentify data
needed for

evaluating
progress

STAR

Stotewide Autism Resources & Training



How do we address the barrier(s)?
(Hint: Not by doing this....)
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Action Plan Development

. |
Develop 2

action items :
Ensure equitable

distribution of
assignments

3

Establish
deadlines and

review dates
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Everything is
overwhelming
all the
time...but the
show must go
on!
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Resources
START website - Teaming Resources Page

https://www.gvsu.edu/autismcenter/effective-teaming-and-meeting-mechanics-60.htm

Celeste Gentile
Washtenaw ISD Teacher Consultant
START Trainer
EMU PTL

cgentile@emich.edu
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Team Process

Teams that utilize a data-based, collaborative, problem-solving
format to address school-wide and individual student behavioral
and academic problems are more effective and efficient at
supporting students and have members who are more

knowledgeable and accountable.
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