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Team Name:
Team Members:
This template is meant to serve as a starting point for developing a protocol that works within your school to support communication among Professional Learning Communities and the Instructional Leadership Team and school principal. It should be modified to fit your school’s practices and priorities. The first section (Meeting Overview) can serve as a place to develop and capture the agenda as well as fill in notes and outcomes as the meeting progresses. Finally, the team can use the final section (Meeting Summary) as a way to raise strategies, successes, decisions, and questions back to the ILT, to the school administration, or for other teams as needed.
I. Meeting Overview
	Agenda Item
Complete in advance of the meeting; agenda items will be most effective if written to frame intended outcomes or raise critical questions.
	Notes from the Meeting
Highlights of main topics of discussion and/or insights from the group based on agenda items	

	Action Steps/Decisions
Include next steps and individual(s) responsible for follow up


	Insert item here
	Insert notes here
	Insert steps/decisions here

	Insert item here
	Insert notes here
	Insert steps/decisions here

	Insert item here
	Insert notes here
	Insert steps/decisions here



II. Meeting Summary
Is the team on track to mid-term and long-term goals for the year?  Yes / No?  Share any important evidence or insights from this meeting to support your status.  
Meeting flags:
a) Are there any questions that were raised in your meeting that need to be addressed with the ILT/School Leadership or with other teams? 
b) Are there any decisions made in your meeting that have implications for other teams or need to be shared more broadly? 
c) Were there strategies discussed or lessons learned that would be helpful to discuss with colleagues at the next staff meeting? 
3. Share any other important action steps or follow up (beyond what is captured in the notes above) here:
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