Staff Meeting Template
	Purpose/Review Agenda                                                                (2 min.)
Purpose:

Agenda topics:



	Teambuilder, Revisit Norms, and/or Check-In                    (5-10 min.)
Purpose:



	Content                                                                                       (43-48 min.)
Structures to engage staff:  Turn to Your Partner, Think-Pair-Share, Heads Together, Teambuilder 


	Reflection/Check-In                                                                        (5 min.)




Check-In Class Meeting Topics and Questions 
Debrief the Meeting: 

· How was the process of this meeting?

· What are your thoughts about the content of the meeting?

· What are successes and challenges of this meeting?

Next Steps:

· What are our next steps regarding_________________?

· Who is responsible for ____________?

· When will _______________ be completed?

Celebrate:
· What is something you are proud of so far this year?

· Share one thing you would like to celebrate.

· Share an appreciation for a colleague.

Check in about a topic separate from the meeting:

· How is ________ going?

· What has been successful/challenging about _______________?

· What might you do differently next time?

