Data Team Observation Tool 
[bookmark: _GoBack]Date and Time of Observation____________________________________________Observer_____________________________

Grade Level/Subject Areas of Team Members____________________________________________________________________

	Team Members Present (use initials):
	Summarize Planned Agenda Items (if agenda  available or provided)



	Meeting Start:
	Did meeting start on time as scheduled? 
Yes/No  
Prior meeting minutes provided to team or available for reference?
Yes/No
Agenda provided to team? 
Yes/No
	Observation Notes
	If no agenda was provided or available, summarize the focus of the data team meeting as observed: 









	Roles Observed:
	☐ Facilitator                 ☐  Process Observer
☐ Time Keeper            ☐ Engaged Participant
☐ Recorder/Scribe
☐ Data Analyst
	
	

	Problem Identified During Meeting:










Strengths & Obstacles 
	☐ Who_____________________________


☐ What ____________________________




☐ Where____________________________

☐ When ____________________________

☐ Why _____________________________


 
	☐ Academic problem identified
☐ Behavior problem identified


☐ New problem       ☐ Individual
☐ Old problem        ☐ Group


Strengths__________
Obstacles__________
	Problem Identified Using:
☐ Academic data
☐ Behavior data
☐ Anecdotal information (stories, intuition, nonscientific observation, etc.)
☐ Combination (Note the components used here.)
☐ Data were collected and charted  


	Smart Goal Established:


	Was a SMART goal established? 
Yes/No
If yes, what was the goal established to address problem? 



If No, what happened?
☐ No goal was set.
☐ The goal did not meet the characteristics of a SMART goal. (Make note of elements that were present in the goal.)
☐ Other (Explain)
	The elements of a SMART goal present:
☐ Specific            
☐ Measurable
☐ Attainable
☐ Realistic
☐ Timely
Goals were:
☐ Set
☐ Reviewed
☐ Revised

Explanatory Note:
	Additional Notes

	Improvement Strategies/
Implementation/ Evaluation:

	Were improvement strategies identified for addressing the SMART Goal?
Yes/No
Which ones? 
☐ Antecedents Identified
☐ Behavioral Strategies Identified
☐ Instructional Strategies Identified
Were plans made for implementation? 
☐ Actions assigned to individuals
☐ Timeline established for implementation
☐ Materials needed for implementation identified
☐ Hypothesis was generated and evaluated
Were plans made for evaluation?
☐ Fidelity measure-Checks (Cause data) identified
☐ Outcome measure identified 
	Strategies Identified: 

Strategies are research based:
☐ Yes
☐ No


	Additional Notes


	
	
	Fidelity Measure-Checks (Cause data):



Outcome Measure:
	

	Closure Activities:
Did the team engage in a closure activity?
	☐ Summarized team decisions (problem identification, goal, implementation and evaluation)


	☐ Constructed new learning (learned/replicate, take-aways, etc.)
	☐ Evaluated team meeting (+,Δ or other rating system)



