	NA
	1
	2
	3
	4

	Not Applicable
	I strongly disagree with the statement
	I disagree with the statement
	I agree with the statement
	I strongly agree with the statement



Team Observation Form

On the day of the Team Onsite, the Evaluation Committee (EC) reviewers will attend the team meeting.  Each EC reviewer will complete the Team Observation Form and the Meeting Observation Scores summary page.  After the meeting, and while still onsite, EC reviewers will discuss their observations and come to a consensus opinion related to the team functioning dimensions described below.  The consensus method is preferred to a numerical average because there are so few reviewers.  
	NA
	1
	2
	3
	4

	Not Applicable
	I strongly disagree with the statement
	I disagree with the statement
	I agree with the statement
	I strongly agree with the statement


	TEAM PROCESS


	1.
	All members are present.
	NO
	YES
	

	2.
	All attendees are active participants.  
	NA
	1
	2
	3
	4

	3.
	The meeting setting encourages participation and interactions.
	NA
	1
	2
	3
	4

	4.
	The meeting starts on time.
	NA
	1
	2
	3
	4

	5.
	The team stays on the agenda.
	NA
	1
	2
	3
	4

	6.
	An attendance form is circulated
	NA
	1
	2
	3
	4

	7.
	An attendance form is circulated
	NA
	1
	2
	3
	4

	8.
	An Agenda is distributed
	NA
	1
	2
	3
	4

	9.
	Members understand and use team members’ expertise in case discussion 
	NA
	1
	2
	3
	4

	10.
	The group checks for consensus before making decisions. 
	NA
	1
	2
	3
	4

	 11.
	The meeting ends on time.
	NA
	1
	2
	3
	4


	COMMUNICATION

	1.  
	The whole team engages in discussion of new cases, not only one or selected members
	NA
	1
	2
	3
	4

	2. 
	The team constructively addresses disagreement.
	NA
	1
	2
	3
	4

	3. 
	Team members encourage and support each other. 
	NA
	1
	2
	3
	4

	4. 
	Team members listen to each other.  
	NA
	1
	2
	3
	4

	LEADERSHIP


	1. 
	The team leader solicits input from each discipline for new cases.
	NA
	1
	2
	3
	4

	2. 
	The team leader gives recognition and feedback to members.
	NA
	1
	2
	3
	4

	3. 
	The team leader identifies specific follow up tasks.
	NA
	1
	2
	3
	4

	4. 
	The team leader checks to see if tasks from prior meetings are completed
	NA
	1
	2
	3
	4

	RESULTS

	1. 
	The team is updated on results of actions taken on problems previously discussed.
	NA
	1
	2
	3
	4

	2. 
	The team notices and discusses areas that need improvement in the conduct of specific cases.
	NA
	1
	2
	3
	4

	3. 
	The team completes its agenda.
	NA
	1
	2
	3
	4

	4. 
	The team identifies specific action steps for the cases being discussed.  
	NA
	1
	2
	3
	4

	OWNERSHIP/MORALE

	1. 
	Team members are willing to take on assignments for the team.
	NA
	1
	2
	3
	4

	2. 
	Team members have followed up on action items from previous meetings.
	NA
	1
	2
	3
	4

	3. 
	The team comes to a consensus about the case.
	NA
	1
	2
	3
	4


MEETING OBSERVATION SCORES
Instructions:  Add total points in each factor and divide by the number (N) of applicable items.

	Team Processes (N items = 11)

Comments: 
	Score

	Communication (N items = 4)

Comments:
	Score

	Leadership (N items = 4)

Comments:
	Score

	Results (N items = 4)

Comments:
	Score

	Ownership/Morale (N items = 3)

Comments:
	Score


adapted from Collegiate Project Services material; used with permission


