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Stage 1: Getting Started

Organize Your Collaborative Action Team

Read through the following organizational issues. As you do, think about your school community and ask yourself:

•
Which of these areas need to be prioritized? Which ones are important to the success of our Collaborative Action Team?

•
How formal or informal does our strategy need to be in this area?

•
Which areas might be the most challenging to manage? Which ones will be easy?

Remember, each area provides opportunities for shared leadership. The challenge is to share responsibility while keeping organized. Also, have realistic expectations. Every team member (including you) has limited time and many obligations. Your team will probably never be as organized as you would like it to be!

Plan Meetings

What methods will you use to:

• Develop the goals and agenda for each meeting?

• Coordinate all the people who agree to facilitate parts of the agenda?

• Make logistical arrangements: room set-up, refreshments, materials and supplies?

Communicate with Others

What methods will you use to:

• Contact team members between meetings? 

• Ensure that team members get advance notice about meetings or events? 

• Keep potential members and stakeholders informed about your activities? 

• Follow up with people who missed the meeting?

• Orient newcomers to the team and “bring them up to speed”?

Manage Information

What methods will you use to:

• Track information discussed and decisions made at meetings?

• Track people who attend a meeting or indicate an interest in participating?

• Compare who was invited to participate with who actually came?

• Keep the team’s action plan up to date and accurate?

Member Support

What will members need to be able to participate? How will you arrange for the following:

• Childcare?

• Transportation?

• Translation of materials and discussions to another language?

• Accommodate members with disabilities?

Maintain Accountability

What methods will you use to:

• Ensure that people follow through on their commitments (i.e., Joe said he’d contact a local business to ask for a donation)?

Evaluate Your Progress

What methods will you use to:

• Get feedback on how well your team is functioning?

• Get feedback on how well you are accomplishing team goals?

Coordinate with School District and/or Administration

What methods will you use to:

• Keep the school board informed of your activities?

• Keep the principal and/or superintendent informed of your activities?

