Worksheet 10-A: Organization of the planning team
	How will you define the role of the planning team?

Considerations

· Clarify and communicate to staff the role of the planning team versus that of the school leadership team, school council, and other leadership organizations in the school or district (as needed).

· Consider how the planning team will share information with and gather feedback from the rest of the staff at the school on a regular basis.  Given actionable data, how will decisions be made?
	

	How will the planning team engage in sound time management?

Considerations

· How often will the team meet?  How will meetings be run?  Who will be in charge of convening and facilitating the meetings?
· What existing systems and structures (i.e., meeting times and communication systems) can be used to help the planning team function efficiently?
	

	How will the planning team work with other groups at the school?

Considerations

· The work of the planning team should not duplicate that of other organizations in the school or district. 

· A process that feeds information and data collected by other organizations in the school or district to the planning team will save time and energy.

· Consider how the planning team will interact with curriculum coordinators and other district personnel.
	

	Can the planning team be merged with other groups at the school?

Considerations

· Multiple teams working toward the same purpose (ostensibly student academic achievement) sends confusing messages to staff and other stakeholders.

· Distinguish the planning team from organizations in the school or district focused on non-academic tasks (e.g., operations, facilities, social events, etc.)

· Are there responsibilities of people on the team that could be given up or shifted in order to make time for the PIM work that needs to be done?
	

	How will the planning team address changes in team and school membership?

Considerations

· Review and update group norms periodically, especially as new members are added.

· Is it appropriate to make changes to the membership of the planning team?

· Develop a system for new members of the planning team and the school to be trained in the PIM process and oriented to the plan.

· Will existing or new members of the planning team need professional development to assist the planning work?
	

	Are subcommittees needed? If so, how will they operate?

Considerations

· Temporary subcommittees address short-term needs while standing subcommittees may be organized by department, grade level, etc.  Both may improve the efficiency of the planning team.

· Review subcommittee work often.  Promptly disband them once they have served their purpose.
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