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:

October 28, 2010

Start Time: 1:30

Members Present: Michael Manholt, Bill Ferriter and Lori Hannula

End Time: 2:00

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: Blue Diamond

Topic 2: Graphing Activities

Topic 3: Where Are We?

How does this topic connect

to our school’s mission and

vision?
Blue Diamond will allow us
to collect common
assessment data and to get
a sense for how our kids are
mastering important
elements from the
curriculum.

How does this topic connect

to our school’s mission and

vision?
We were asked at the
recent staff meeting to set a
smart goal based on state
testing data. Michael
Manholt and Bill Ferriter
worked to create a smart
goal based on graphing.

How does this topic connect

to our school’s mission and

vision?
We need to review where
each team is in the
curriculum and check to see
that we're working through
our | Can Statements
carefully to ensure a
guaranteed curricula for our

Where do we currently stand?

We've all done the first
assessment. We'll look at
the data at our next
meeting. That way Monica
will be here.

Where do we currently stand?

We have a smart goal and
have started a series of
mini-lessons connected to
graphing.

Where do we currently stand?

Bill: Finishing rocks and
minerals this week. BD #2
on Monday. Moving to soil.

Lori: Finishing minerals
Monday then moving to
rocks. Then to soil. Will get

What do we need to do to

move forward?
Our scores align pretty well
across the grade level. We
were consistent in scoring
with few variations. We will
look at those variations in
our next meeting.

What do we need to do to

move forward?
We like the format. We
want to do 2 per quarter.
Everyone should write 2 and
get them posted when they
can. We've got two already
that we can use this quarter.

What do we need to do to
move forward?
If we get done with
lithosphere before the end
of 2nd quarter, we're on
schedule.

We're going to use BD data
and graphing data as our
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Who is responsible for leading
this effort?

Entire team.

Who is responsible for leading
this effort?

Entire Team.

Who is responsible for leading
this effort?

Entire Team

When will this work be
finished?

End of the Year

When will this work be
finished?

End of the Year.

When will this work be
finished?

Today.

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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