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SWIS Facilitator Job Description 

The purpose of this document is (1) to outline preferred skillsets, roles, and responsibilities for 
individuals mutually agreeing to fulfill the role of a Schoolwide Information System (SWIS) 
Facilitator (2) assist district leaders in determining who to recruit and mutually select for the 
SWIS Facilitator position. 

Qualifications and Skills 

Individuals who demonstrate the following qualifications and skills are likely to be successful in 
the role of Acadience Reading K-6 Mentor: 

• Understands the intent of collecting discipline referral data for on-going analysis and use  
• Easily navigates web-based data systems 
• Experience training colleagues 
• Data analysis, interpretation, and technology skills 
• Attention to detail to identify issues related to data accuracy 
• Effective organization skills for developing monitoring SWIS readiness annually 
• Effective communication skills 
• Ability to manage adaptive situations (e.g., staff view discipline referral data as a 

consequence for school-inappropriate behavior) 
• Ability to develop and meet timelines for completion of projects, tasks, and activities 
• Willingness to engage in continued professional learning 
• Ability to accept coaching supports and feedback 
• Punctual 

Responsibilities 

SWIS Facilitators are responsible for: 

• Successful completion of the PBISApps requirements for facilitator certification which 
includes completion of the SWIS Facilitator Training provided by a certified SWIS 
Facilitator Trainer. 

• Working with key district and school staff to build background knowledge of the School-
wide Information System, understand need for the system, and get buy-in for its use. 

• Working with the District Implementation Team, MTSS Coordinator, and MiMTSS TA 
Center Staff to support the successful installation of SWIS and to ensure that data 
collection decisions, timelines, and responsibilities are documented in the district’s 
MTSS Assessment. 



SWIS Facilitator Job Description 

Michigan’s MTSS Technical Assistance Center 
2 

• Ensuring that SWIS data collection decisions, timelines and responsibilities are 
completed and communication with all staff and parents/caregivers about data collection 
procedures and purpose has occurred or is scheduled to occur at the beginning of each 
school year. 

• Ensuring all staff have been trained on the process for documenting behavior incidents, 
including recently hired staff. 

• Providing ongoing training (annual refresher sessions) and coaching support to all SWIS 
account users to ensure accurate data entry and effective use of reports. 

• Assisting in the management of a school’s SWIS account including person management, 
school settings, and users with login access. 

• Assisting Grade-level, School Leadership Teams, and Student Support Teams with 
generating, interpreting and using reports from SWIS to guide decision making. 

• Working with key district staff to communicate and respond to barriers in regard to the 
collection and use of SWIS data. 

Estimated Time Allocation 

The time commitment of a SWIS Facilitator is greater during installation and in the first year of 
implementation. Maximum time allocation is approximately 4-5 days per school per year during 
installation. During this work, there are several meetings with administration, leadership teams, 
technology staff, and school staff. SWIS Facilitators need to revisit installation activities under 
the following circumstances: a) to ensure new staff are fully supported, b) a change in how data 
will be gathered, and c) when adding additional schools in a new cohort. 

As SWIS use moves beyond initial implementation, a SWIS Facilitator may be able to shift work 
to prompting data collection, checking accuracy of the data, supporting data use and 
communication, and annual readiness review. Long-term time commitments may decrease, 
resulting in closer to 2-3 days per school per year. 

Possible Roles to Consider for Selection 

The SWIS Facilitator is a school’s point person for the Schoolwide Information System. This role 
may be combined with the role of a school-level Coach or another staff member who has time 
and the necessary skills to support this work. It can be helpful for the District Implementation 
Team to include a SWIS Facilitator. 

It will be helpful if the district SWIS Facilitators have a strong understanding of the district’s 
Positive Behavioral Intervention and Supports framework for Tier 1 and Tier 2 in order to 
support teams with connecting data to instructional decisions at a systems, small group and 
individual student level. 

Rationale for Multiple Facilitators 

It is ideal for each district to have at least two people actively serving in the role of SWIS 
Facilitator. This redundancy will help the district to sustain strong supports for SWIS despite 
staff turnover. If districts lack internal capacity to have two people in this role, they might 
consider collaborating with the intermediate school district for a second SWIS Facilitator. 
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Options for sharing the role of SWIS Facilitator 
• SWIS Facilitators work together at each school on SWIS Readiness and supporting staff 

with data analysis 
• SWIS Facilitators divide schools evenly and support SWIS at schools assigned to each 

individual 
• One SWIS Facilitator is designated as “the lead” and coordinates the use of SWIS at the 

majority of schools and the “back-up” facilitator supports at least one school 
• SWIS Facilitators split the role by responsibilities. For example, one facilitator takes the 

lead on school settings, account management, and data integration while another 
facilitator leads staff training and data analysis 

Michigan’s MTSS Technical Assistance Center is funded by the Michigan Department of Education 
and the U.S. Department of Education, Office of Special Education Programs. 
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