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WHAT ARE THE ROLES?

	Attendance Team Roles

	Role
	Description
	Owner

	Facilitator
	Distributes the agenda before the meeting, and secures any needed resources or materials as dictated by the agenda. During the meeting, the Facilitator moves the team through the discussion of each item, ensures that the team remains task-oriented, keeps team members focused on the team goals, and promotes open discussion in order to resolve conflicts and develop consensus.
	

	Data Lead
	A significant component of Attendance Team meetings entails reviewing information, which often requires accessing electronic data systems.  The Data Lead accesses such information either during or in preparation for Attendance Team meetings.  This person must have the technology skills and access permissions to access and report data that are important to the Attendance Team.
	

	Recorder
	Documents agenda items and all agreed-upon outcomes of the meeting, especially Action Items.  The Recorder asks for clarifications and summarizes the group discussion to ensure accurate reporting.  
	

	Timekeeper
	Monitors time spent on each item according to how much time the team originally allocated for it.  The Timekeeper signals the group shortly before the time is up to allow the group to wrap up the discussion.
	

	Process Checker
	Supports the Facilitator; monitors the process of the meeting; refocuses conversations that are tangential or distracting; assists with using the “parking lot” strategy to maintain meeting focus.
	

	Member
	Honors the objective of the Attendance Team by attending regularly, communicating positively, thinking critically, following up consistently, and valuing the representative nature of their role on behalf of their colleagues.
	


(adapted from Tool 1B of the PM Toolkit)



