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PBSIS Team Meeting Minutes

Date:
Members Present:

	Action Steps
	Person Responsible
	Completion Date

	Determine dates for universal team meetings for December through June
	
	

	Schedule phone meeting with PBSIS liaison to prepare for first universal team meeting
	Coach(es)
	Prior to the first universal team meeting

	Plan an introductory presentation to the staff – if not already done

*presentation available on www.njpbs.org
	
	

	Coordinate student completing surveys 
	
	

	Coordinate distribution and collection of staff surveys
	
	

	Coordinate distribution and collection of parent surveys
	
	

	Conduct Building Walkthrough
	List personnel and assigned areas

	

	Enter survey data into the excel template
	
	

	Bring survey graphs and building walkthrough to the next training


	
	Day 2 universal training

	Notes and Agenda Items for Next Meeting:
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