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Child and Family Treatment Team Meeting Checklist
All items on this page should be checked off for EVERY Team meeting

Youth’s name 





Today’s date 




⁭
Agenda prepared and distributed to all Team members

⁭
Identified/ Reviewed Family and Team Vision and ensured it was agreed upon 

· If the Team is in the performing stage and clear on the vision, including the vision statement(s) on the agenda is sufficient enough as “reviewed”  

⁭
Identified/ Reviewed Strengths and Successes
⁭
Identified/ Reviewed the Needs and Concerns facing the youth and family

· Your Team was made clear of the differences between “needs” and “services”

⁭
Plans/ Goals were established and agreed upon by all Team members
· Plans/ Goals have depth, are not superficial. They are SMART - specific, mutually agreed upon, attainable, relevant, and tied to needs

· Plans/ Goals are tied to the larger goal of the Family and Team Vision

⁭
Established and agreed upon tasks and assignments
· Brainstormed many strategies (both formal services and informal supports) to address the youth and family’s needs before selecting one 

· Discussed alternatives to professional/ formal services that include informal supports related to the culture of the youth and family
· Facilitated a discussion to make sure that the supports and services are connected to the strengths and abilities of the youth and family and that the strategies use the strengths and/or help build their strengths
· The tasks and assignments include strategies for helping the youth and family get involved with activities in their community including “fun time”

· The tasks and assignments include strategies to include more natural/ informal support than professional services

· Every task has someone responsible and a due date established

⁭
Next Team meeting date and time was established

· Meeting taking place within 30 days (unless otherwise specified by the Team)

⁭
Facilitator guided the discussion and kept control of the process
Comments

Other Important Team Meeting Checkpoints

Items below are necessary prior to and after EVERY Team meeting 
⁭
Communicated and prepared every Team member prior to and after the Team meeting 
⁭
Completed the Child and Family Treatment Team Minutes and distributed to all Team members within 7 days
· Made sure the specific tasks were assigned to the identified Team members

Items below need to be considered for every Team meeting but are not necessary, possible, and/or appropriate at every meeting
⁭
Introductions were completed at first Team meeting and every time a new Team member attends

⁭
Role Clarification was completed at first Team meeting and every time a new Team member attends

⁭
Ground Rules were established or reviewed

· Allowed the Team to identify the specific ground rules

· Kept them simple and doesn’t have more than can be managed
· Posted them where all Team members can see them (i.e. on the wall, on the agenda)
⁭
Opportunity for the youth and family to speak first with each agenda item was given

⁭
Developed or reviewed the formal Crisis/Safety Plan that specifies how everyone on the Team will respond to a crisis and distributed it to all Team members
· Identified what the family defined as a crisis; specified what leads to a crisis, and how to prevent a crisis from occurring 
· Built on the initial crisis plan developed during your initial meeting with the youth and family.  
⁭
Flip charts and markers were used for documenting the details of the process

⁭ 
Celebrated significant family and team member successes

· Examples can include Thank You cards, certificates, food, and gift cards
Comments
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