Typical QI Team Member Roles
Leader
Tasks:
· Provides opening remarks and introductions to the meeting
· Supports and recognize the team for productivity and idea generation
· Ensures that issues are well understood (ask group for clarity when needed)
· Communicates team efforts and accomplishments to outside parties
· Ensures successes are noted and celebrated
· Orients the next Leader at the end of the project
Facilitator
Tasks: 
· Prepares the meeting agenda with the Scribe/meeting notes
· Outlines a facilitation plan for meetings to ensure meeting objectives are met
· Introduces the meeting agenda to the group with the time parameters
· Pays close attention to the time limits on the meeting
· Draws out opinions of quiet team members
· Keeps team members focused on the task
· Summarizes the next steps with the Scribe agreed upon by the team
· Trains the next Facilitator at the end of the project 
Meeting Scribe
Tasks: 
· Takes legible notes at each meeting and shares notes will all team members
· Updates the Team Charter on regular basis and shares with all team members
· Orients the next Scribe at the end of the project
Data/Information Liaison
Tasks:
· Gathers data/information for the project through a variety of sources (emails, surveys, interviews, focus groups, etc.)
· Works with team to select or create data/information gathering instruments 
· Finds and/or provides already existing data for the project (from databases)
· Ensures data are organized, compiled, and provided to the team on a regular basis
Document Manager
Tasks:
· Maintains team documents and records in an organized and accessible fashion
· Ensures all team documents are kept up-to-date
· Ensures the “story” of the team’s project is captured and documented 

Meeting Schedule/Organizer
Tasks: 
· Sends out meeting schedule and reminders to team members
· Ensures the team has a space that is appropriate to meet
· [bookmark: _GoBack]Works with Facilitator, copies, and distributes any materials that team members need for the meeting
Subject Matter Resource
Tasks: 
· Provides needed subject matter expertise or resources to the team (latest research and practices, instruments, etc.)

