Team Agenda Template

While there is no one way to create an agenda for a team meeting, the most successful
agendas include topics to be discussed, decisions to be made, actions to be taken, and
reasons for celebration. Some agendas also include short reflection surveys designed to
collect information about team meeting processes. The following is a sample agenda that

your learning team might find valuable.

Date of Meeting: July 6, 2010

Start Time: 8:00

Members Present:

End Time: 9:15

topics.

Topics to Be Discussed: Effective teams limit the focus of their meetings, resisting the temptation
to tackle too many topics at once. As a result, we will focus our next meeting on the following three

Topic 1: _1€am Norms

Topic 2: | Can Statements

TOpiC 3: Common Assessments

How does this topic connect

to our school’s mission and

vision?
Every team needs to have a
set of clear norms in order
to make sure that they are
working effectively and
efficiently. A lack of norms
creates confusion between
members.

How does this topic connect

to our school’s mission and

vision?
"Ensuring student success"
depends on picking
essential outcomes and
then focusing our instruction
on those skills. We can't
teach the entire curriculum
well.

How does this topic connect

to our school’s mission and

vision?
"Ensuring student success"
depends on reviewing the
common assessments.
Without common
assessments, we can't
identify areas of student
strength and weakness.

Where do we currently stand?

We probably have
perceptions about what
exactly we expect from
colleagues on collaborative
teams. We need to make
those expectations clear to
one another.

Where do we currently stand?
We've got sets of | Can
Statements that Bill has
developed in the past.

Where do we currently stand?
We've got common
assessments from the
previous science team.

What do we need to do to
move forward?
Write--and then agree to---a
set of norms that cover our
work with students and our
work with colleagues.

What do we need to do to

move forward?
We need to review Bill's |
Can Statements and see if
there are any really
essential objectives from the
curriculum that he's left out.

What do we need to do to

move forward?
We need to review these
common assessments and
see how they connect to the
| Can Statements that we
feel are essential.
Questions may have to be
added or deleted.
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Who is responsible for leading
this effort?

Bill Ferriter

Who is responsible for leading
this effort?

Bill Ferriter

Who is responsible for leading

this effort?
It is probably best to turn
these common assessments
over to individual teachers
for review and polishing
once we've decided on sets
of I Can Statements.

When will this work be

finished?
An initial draft will be
completed and voted on at
today's meeting. This draft
will be reviewed throughout
the year and may be
revised.

When will this work be

finished?
We've got to get our lists of |
Can Statements for at least
the first two units nailed
down by the end of our July
6th meeting. The others we
can revisit later during the
year.

When will this work be

finished?
We've got to get our
common assessments for
the first two units done
within the next two weeks.
The others can be polished
as the year goes on.

Reasons for Celebration: Remaining motivated by collective work means that we must find reasons
to celebrate the actions that we've taken together as a team. For each topic that we talk about in a

learning team meeting, we will find one reason to celebrate our work.

Reason 1:

Reason 1:

Reason 1:

How did this action help us to
meet our school’s mission and
vision?

How did this action help us to
meet our school’s mission and
vision?

How did this action help us to
meet our school’s mission and
vision?

What evidence do we have to
prove that our work made a
difference?

What evidence do we have to
prove that our work made a
difference?

What evidence do we have to
prove that our work made a
difference?
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How can we share the results How can we share the results How can we share the results

of our work beyond our team? of our work beyond our team? of our work beyond our team?
Who deserves extra Who deserves extra Who deserves extra
recognition for their efforts on recognition for their efforts on recognition for their efforts on
this project? this project? this project?

To monitor the effectiveness of our meeting practices, please complete the following
short survey and leave your responses with our meeting facilitator.

1 = Disagree, 2 = Neutral, 3 = Agree

Our meeting remained focused.

| know what action steps our team is
taking next as a result of today’s meeting.

Today's meeting was a valuable use of my
time.

Please add suggestions for improving our work in any indicator that you scored with a 1.
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