RtI Meeting Protocol

4 rotating roles:  Facilitator, Timekeeper, Recorder and Case Liaison
Facilitator:  
· Opens the meeting by welcoming the referring teacher, parents, and student; describing what is to be accomplished at the meeting and how long the meeting will last.

· Guides the team through the stages of the problem-solving process

· Checks for agreement between team members at important discussion points during the meeting.

· Maintains control of the meeting (e.g., requesting that participants not engage in side-bar conversations, reminding the team to focus its problem-solving discussion on those factors over which it has control e.g. classroom instruction).
Recorder:  
· Creates a record of the intervention meeting, including a detailed plan for intervention and progress-monitoring

· Asks the team for clarification as needed about key discussion points, including phrasing of teacher ‘problem-identification’ statements and intervention descriptions.

· Meets with the student prior to the referral meeting to complete the student interview question sheet

· Mails home a copy of the Intervention Plan to the parent(s) and contact the home to review the information

Timekeeper: 
· Monitors time allocated to each stage of the meeting and informs members when that time has expired
· Schedules the location of the meeting

· Notifies team members of time, location and date of referral meeting

· Contacts parent/guardian of time, location and date of referral meeting

· Contacts student of time, location and date of referral meeting

Case Liasion:  
· Meets with the referring teacher briefly prior to the initial RtI meeting to review the teacher referral form, clarify teacher concerns, decided what additional data should be collected on the student

· Completes the Data Collection Form for the initial referral meeting

· Emails referred student’s teachers for additional documentation/comments
· Checks in with the teacher after the meeting to ensure that he/she is able to implement the intervention plan developed at the meeting

Coordinator: 
 Non-rotating role administrative role (Associate Principals), helping to ensure the day-to-day operations of the team are maintained

Initially reviews teacher referrals and assigns a team to manage the referral

Ensures that an administrator is present at each referral meeting

Organizes the scheduling of referrals and problem-solving teams; maintains a master EXCEL spreadsheet list of all referred student
Ensures that roles rotate for each meeting
 (Information taken from RTI Toolkit – a Practical Guide for Schools by Jim Wright)
An Overview of the RtI Team Meeting Process

1) Prior to the meeting, the case liaison meets w/referring teacher to review the referral form, answer any questions that the teacher may have about the RtI Team process, and decide what background and baseline information should be collected before the meeting.

2) The teacher completes the Student At-Risk Referral Form along with RtI Intervention Documentation Form and data graph.
3) Team reviews referral form/accepts or declines and returns Disposition of Student At-Risk Referral Form to teacher
4) The initial meeting is scheduled

5) At the start of the meeting:  facilitator explains to the referring teacher and the purpose and structure of the problem-solving meeting The RtI team conducts a general review of the referring teacher’s concerns.  The team and referring teacher:

a) quickly narrow down those concerns to a manageable number

b) set goals for student improvement

c) create intervention plans matched to concerns

d) identify methods for monitoring the student’s response to intervention strategies
6) The referring teacher leaves the initial meeting with a Student Intervention Plan
7) A follow-up meeting is scheduled (typically 4-6 weeks of the initial meeting) at which time the team will reconvene with the teacher to determine whether the intervention plan was successful or needs to be modified or replaced

Steps in the Initial RtI Team Meeting
(Adopted from the model developed by the School-Base Intervention Team Project, 2005)

Step 1 – Assess Teacher Concerns (5 minutes)
--at the opening of the meeting the referring teacher presents his/her primary concerns about the student’s behavioral or academic difficulties.  Team members ask clarifying questions. 

Step 2 – Review Baseline or Background Data (5 minutes)
--information collected on student prior to meeting is presented to team to assist team in understanding nature of referral concern.  Examples:  

      --highlights from student’s cumulative folder
     --attendance and disciplinary records

     --classroom observation data

     --curriculum-based measurement data
Locations within each building:  Academic Records
  RC – Registrar’s Office       RE – Guidance Office     RS – Registrar’s Office

Discipline Records
            Attendance Records

SWIS – referral/suspension information
           Attendance Office   

Step 3 – Select Target Teacher Concerns (5-10 minutes)
--realistically, the team can be expected to create intervention plans for no more than one or two teacher concerns per meeting

--if more are presented, the team and teacher need to trim the list to the top one or two concerns.  These key concerns should be stated in measurable, observable terms.  

Step 4 – Set Academic and/or Behavioral Outcome Goals and Methods for Progress-Monitoring (5 minutes)
--the team and referring teacher set a specific goal that the student is expected to reach in several weeks when the follow-up RtI team meeting is held
--team selects at least 2 methods for monitoring the student’s response to intervention for each of the 1 or 2 referral concerns

--team decides who will be responsible for collecting and charting the progress-monitoring data and bringing it to the follow-up RtI team meeting

Step 5 – Design an Intervention Plan (15-20 minutes)

--the team generates a list of research-based intervention ideas that match the student’s referral concern(s)

--the teacher selects those ideas that seem most feasible to use in the classroom

--team and teacher fill in all of the relevant details of each intervention strategy and identify any staff members who will assist the teacher in putting the intervention in place

Step 6 – Plan for How Information Will Be Shared With The Student’s Parents  
(5 minutes)

--if the parent cannot attend the RtI Team meeting, the classroom teacher is delegated to contact the parent after the problem-solving meeting to communicate the main details of the intervention plan.  This can be most effectively accomplished by sharing a copy of the meeting minutes.

Step 7 – Review Intervention and Monitoring Plans (5 minutes)

--team thoroughly reviews details of the intervention and progress-monitoring plans at close of meeting to ensure the teacher and other team members understand the elements of these plans and that each person with a role knows his/her responsibilities

