
 
RTI Problem-Solving Team Roles & Responsibilities 

 
RTI Team Role Responsibilities Tips for RTI Teams 
Facilitator � Opens the meeting by welcoming the 

referring teacher(s), parents, and student; 
describing what is to be accomplished at 
the meeting, and how long the meeting will 
last. 

� Guides the Team through the stages of the 
problem-solving process. 

� Checks for agreement between Team 
members at important discussion points 
during the meeting. 

� Maintains control of the meeting (e.g., 
requesting that participants not engage in 
side-bar conversations, reminding the team 
to focus its problem-solving discussion on 
those factors over which it has control--e.g., 
classroom instruction). 

• Write a short introductory ‘script’ to ensure that 
important points are always reviewed at the start 
of the meeting. 

• Create a poster listing the steps of the meeting 
problem-solving process as a visual guide to 
keep Team members on task and to transition 
from one step to another. 

Recorder � Creates a record of the intervention 
meeting, including a detailed plan for 
intervention and progress-monitoring. 

� Asks the Team for clarification as needed 
about key discussion points, including 
phrasing of teacher ‘problem-identification’ 
statements and intervention descriptions. 

• Sit next to the facilitator for ease of 
communication during the meeting. 

• When the Team is engaged in exploratory 
discussion, use ‘scratch paper’ to capture the 
main points. When the Team reaches 
agreement, recopy only the essential information 
onto the formal meeting forms. 

Time-Keeper � Monitors the time allocated to each stage of 
the meeting and informs members when 
that time has expired. 

• Give the Team a ‘two-minute warning’ whenever 
time is running low during a stage of the 
meeting. 

• If time runs out during a meeting stage, 
announce the fact clearly. However, let the 
facilitator be responsible for transitioning the 
team to the next meeting stage.  

Case Manager � Meets with the referring teacher(s) briefly 
prior to the initial RTI Team meeting to 
review the teacher referral form, clarify 
teacher concerns, decide what additional 
data should be collected on the student. 

� Touches base briefly with the referring 
teacher(s) after the RTI Team meeting to 
check that the intervention plan is running 
smoothly.  

• If you discover, when you meet with a referring 
teacher prior to the RTI Team meeting, that his 
or her concern is vaguely worded, help the 
teacher to clarify the concern with the question 
“What does [teacher concern] look like in the 
classroom?” 

• After the RTI Team meeting, consider sending 
periodic emails to the referring teacher(s) asking 
them how the intervention is going and inviting 
them to inform you if they require assistance.  

Coordinator � Handles the logistics of RTI Team 
meetings, including scheduling meetings, 
reserving a meeting location, arranging 
coverage when necessary to allow teachers 
to attend meetings, and notifying Team 
members and referring teachers of 
scheduled meetings. 

• During the time set aside for weekly RTI Team 
meetings, reserve time for the Tam to review 
new student referrals and to schedule them in 
the meeting calendar. 

• Define those coordinator duties that are clerical 
in nature (e.g., scheduling meeting rooms, 
emailing meeting invitations, etc.) and assign 
them to clerical staff. 
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