NCSET Essential Tools
Interagency Transition Team Development and Facilitation


Tool 2: Team Member Checklist 
Directions: Each incoming member should receive the materials listed below. The team leader and members can use this checklist to ensure that members have all necessary documents. (Documents will need to be developed by the team.)

Mission Statement: 
By-Laws: 
Policies and Procedures: 
Committee Roles and Responsibilities: 

Meeting Schedule (or Calendar): 

	Date 
	Time and/or Place 
	Reminders

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


