RtI Team:  Initial Meeting Minutes Form
         5/19/10
Step 1:  Assess Teacher Concerns



Allotted Time:  5 Minutes
Review concerns listed on the Student At-Risk Referral Form with the referring teacher and team.  List primary concerns:

GOALS:

· The case manager or facilitator reviews information from the referral form.

· The referring teacher is encouraged to discuss major referral concerns.

SAMPLE QUESTIONS:

· Given the information that you wrote down on the referral form, what are the 

specific difficulties that you would like to have us address today?

· How is this student problem interfering with the student’s school performance?

· What concern(s) led you to refer the student to this team?
Step 2:  Review Background/Baseline Data

Allotted Time:  5 Minutes

Review any background/baseline information collected on the student (e.g., attendance and office disciplinary referral records, student grades, class observation data, progress monitoring data in graph form, etc.)
________________________________________________________________________


GOALS:

· Review background or baseline data to better understand the student’s abilities

and potential deficits.

· Determine the student’s current level(s) of performance in areas of academic

or behavioral concern.

SAMPLE QUESTIONS:
· What is the student’s frequency of absences/tardies this year?

· What information from the student’s cumulative folder (e.g., test results, teacher

comments, past report card grades) might give insight into the student’s

academic/behavioral difficulties?
Step 3:  Select Target Teacher Concerns

Allotted Time:  5 Minutes
Define the top one or two concerns in observable terms (top 1-2 difficulties that most interfere with the student’s functioning in the classroom):

1.__________________________________________________________________


Behavioral




Academic
___Lacks necessary skills



___Lacks necessary skills

___Has limited motivation



___Has limited motivation

___Seeks att’n from adults



___Seeks att’n from adults

___Seeks att’n from peers



___Seeks att’n from peers

___Reacts to teasing/bullying



___Needs drill & practice

___Tries to escape from work demands

___Struggling academically in

  or setting





  current instructional placement

___Seeks access to rewards, privileges

___Seeks sensory stimulation (e.g., playing

  w/object)

2.______________________________________________________________________

Behavioral





Academic
___Lacks necessary skills



___Lacks necessary skills

___Has limited motivation



___Has limited motivation

___Seeks att’n from adults



___Seeks att’n from adults

___Seeks att’n from peers



___Seeks att’n from peers

___Reacts to teasing/bullying



___Needs drill & practice

___Tries to escape from work demands

___Struggling academically in

  or setting





  current instructional placement

___Seeks access to rewards, privileges

___Seeks sensory stimulation (e.g., playing

  w/object)

GOALS:

· Define the top ONE or TWO teacher concerns in easily observable, measurable 
terms.
· For behavioral concerns, understand the dimensions of the problem (e.g., 

the frequency, duration and/or intensity of the challenging behavior).

· For each teacher concern, decide what underlying reasons, or functions, best

explain the student’s difficulties.

SAMPLE QUESTIONS:
· (Academic) What can you tell us about the student’s current skill level, 

attention to task, general level of motivation?

· What information has  been collected to document the student’s current level of
functioning in the academic/behavioral area of concern?

· What numbers and type of disciplinary office referrals has the student received 

this year?
TIP:
· The team can save time and run a more efficient team meeting if members
  
 postpone engaging in an extended discussion about any particular concern
until the teacher selects that problem as a TOP concern.
Step 4:  Set Academic and/or Behavioral Outcome Goals and Methods for 


Progress Monitoring



Allotted Time:  5-10 Minutes

Fill out the details for each intervention goal (maximum of 2) in the table below.  At the bottom of the table, you will combine the elements of the goals into a single student ‘goal-statement’.  

Intervention Goal 1

1. Describe in measurable, observable terms the behavior that is to be changed.
2. What is the target date to achieve this goal? (Approximately 4 – 6 weeks)
_____/_____/_____

3. Is the goal for the behavior:  ___increased? or ___decreased? 

4. What are the conditions under which the behavior typically appears (problem behaviors) or should be displayed (desired behaviors)?  (e.g., ‘when given a directive
by the teacher’, ‘during math class’, ‘moving through the hallway’)_________________
_______________________________________________________________________

5. What is the goal (level of proficiency) that the student is expected to achieve by the date listed above?_________________________________________________________

(Levels should be given in measurable, quantifiable terms – ‘on-task 80% or more’, 
‘turning in homework at least 4 days per week’).

6. What measure(s) will be used to monitor student progress?

a.  _____________________________________________________________________

b.  _____________________________________________________________________

7.  How frequently will this student goal be monitored?  (weekly, daily?)_____________

8.  Who is responsible for monitoring this student goal?___________________________

9. Write a goal statement based on your responses:


By the target date of ___________________, when ________________________





[#2 Target date]                     [#4 Conditions in which 









 behavior is likely to occur]

the student will increase/decrease to achieve the goal of ___________________


_________________________________________________________________.





[#5 Proficiency goal]

Intervention Goal 2

1. Describe in measurable, observable terms the behavior that is to be changed.
2. What is the target date to achieve this goal? (Approximately 4 – 6 weeks)
_____/_____/_____

3. Is the goal for the behavior:  ___increased? or ___decreased? 

4. What are the conditions under which the behavior typically appears (problem behaviors) or should be displayed (desired behaviors?) (e.g., ‘when given a directive

by the teacher’, ‘during math class’, ‘moving through the hallway’)_________________

_______________________________________________________________________

5. What is the goal (level of proficiency) that the student is expected to achieve by the date listed above?_________________________________________________________

(Levels should be given in measurable, quantifiable terms – ‘on-task 80% or more’, 

‘turning in homework at least 4 days per week’).

6. What measure(s) will be used to monitor student progress?

a.  _____________________________________________________________________

b._____________________________________________________________________7.  
7. How frequently will this student goal be monitored?  (weekly, daily?)_____________
8.  Who is responsible for monitoring this student goal?___________________________

9. Write a goal statement based on your responses:


By the target date of ___________________, when ________________________





[#2 Target date]                     [#4 Conditions in which 









 behavior is likely to occur]


the student will increase/decrease to achieve the goal of ___________________


_________________________________________________________________.





[#5 Proficiency goal]
GOALS:
· For each of the academic or behavioral referral concerns, set ambitious but
realistic goals for improvement that are likely to be attained within 4-6
instructional weeks.  Select methods to monitor student progress during the 

intervention. 

SAMPLE QUESTIONS:
· Given the student’s current functioning, what gains do you expect that the

student will make in 4-6 weeks if the intervention that we design for him/her

is successful?

· Have we picked monitoring methods that are most efficient for monitoring the

student’s goal?  Does the research support using these monitoring methods for

tracking progress toward this particular goal?
· How frequently should data be collected using this progress-monitoring method?

· Is the monitoring method selected sufficiently sensitive to short-term student 

growth?

· Are there simple, already-existing sources of data to monitor progress toward

this goal (e.g., using student homework grades to monitor completion and

accuracy of homework assignments, collected completed student work products

as a means of tracking completion and accuracy of in-class assignments)?

Step 5:  Design an Intervention Plan

Allotted Time:  15-20 Minutes

Concern#1:______________________________________________________________________________________________________________________________________________________________________________________________________________
Describe the intervention and any resources necessary for its implementation.
NOTE:  With treatment integrity in mind, be specific and provide as much detail as possible.
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Plan Implementation:      When?      Where?      Who?
When will the intervention start?:____________________________________________

________________________________________________________________________Where will the intervention take place?:_______________________________________

________________________________________________________________________

Who will be responsible for carrying out this intervention plan?:____________________

________________________________________________________________________

When will the Case Liaison check-in with the teacher about this intervention?:________

________________________________________________________________________

What (if any) special instructional or behavioral program materials/resources or training 

is needed for this intervention plan?  (please be specific)
How acceptable is this intervention to the classroom teacher?
1              2              3                4              5

Low                 Medium                         High

________________________________________________________________________
Concern#2:______________________________________________________________________________________________________________________________________________________________________________________________________________

Describe the intervention and any resources necessary for its implementation.
NOTE:  With treatment integrity in mind, be specific and provide as much detail as possible.
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Plan Implementation:      When?      Where?      Who?
When will the intervention start?:____________________________________________

________________________________________________________________________Where will the intervention take place?:_______________________________________

________________________________________________________________________

Who will be responsible for carrying out this intervention plan?:____________________

________________________________________________________________________

When will the Case Liaison check-in with the teacher about this intervention?:________

________________________________________________________________________

What (if any) special instructional or behavioral program materials/resources or training 

is needed for this intervention plan?  (please be specific)
How acceptable is this intervention to the classroom teacher?
1              2              3                4              5

Low                 Medium                         High

________________________________________________________________________Intervention Quality Check:  How will data be collected to verify that this intervention is put into practice as it was designed?  (Select at least one option.)

_____Classroom Observation:  Number of observations planned?___________________


Person responsible for observations?____________________________________

_____Teacher Intervention Tallies:  How frequently will the teacher rate intervention


follow-through?
Daily ______

Weekly_______

_____Teacher Verbal Report:  Who will check in with the teacher for a verbal report of

how the intervention is progressing?____________________________________

_____Approximately when during the intervention period will this verbal ‘check in’ 


occur? __________________________________________________________

GOALS:
· Select at least one intervention that addresses each of the selected referral

concerns.

· Spell out the details of the intervention as a series of specific STEPS so that

the plan can be followed easily.

· Note:  when and where the intervention will take place;

Whether specialized materials/training are required to implement 

Names of individuals responsible

· Review the intervention plan with the teacher to make sure he/she finds the

plan acceptable and feasible.

· Select a method to check up on how well the intervention is carried out.

SAMPLE QUESTIONS:
· How can the team assist you, the referring teacher, with the intervention?

· What is a simple method that our team can use to track how successfully
the intervention was put into practice (e.g., creation of a checklist of key

steps to be implemented)?

Step 6:  Plan to Share Meeting Minutes with Parents  
Allotted Time:  5 Minutes

Who will share a copy of the minutes of this meeting with the student’s parent(s), and when?__________________________________________________________________
GOALS:

· If the parent cannot attend the Team Meeting, the team selects an individual

(usually the referring teacher) to contact the parent(s) after the meeting to review 

the main points of the intervention plan

SAMPLE QUESTIONS:

· What specific details about the intervention plan would the parent(s) be

most interested in hearing about?
Step 7:  Review the Intervention & Monitoring Plans  
Allotted Time:  5 Minutes

At the close of the meeting:

_____The recorder reviews the main points of the intervention and monitoring



plans with the team.


_____The team selects a date/time for the follow-up RtI Team meeting on this



student.  (Generally, follow-up meetings are scheduled 4-6 instructional



weeks from the start date of the intervention).



Next meeting date and time:_____________________________________


_____The recorder mails a copy of the Intervention Plan to the parent(s) and



contacts the home to review the information

_____The case liaison reviews the agreed-upon time within the next school 



week to meet with the referring teacher(s):



Date and time for case liaison to meet with the referring teacher(s):



___________________________________________________________


_____The team completes the RtI Team Debriefing Form.

(Adapted from the School-Based Intervention Team Project Complete Forms & Related Resources:  http://www.interventioncentral.org/htmdocs/interventions/sbit.php.)

