Grade-level team meeting agenda
Team: 
Date and time: 
Facilitator: Team lead
Notes by: Rotate weekly
	Item
	Owner
	Time
	What we need to leave with

	Last week's action items
	Facilitator
	5 min
	Each item done, rescheduled or needs confirming

	Dates and duties
	Team lead
	5 min
	Next two weeks covered, nothing read out that could be an email

	Assessment data
	Everyone
	15 min
	A plan for students below benchmark

	Students of concern
	Classroom teachers
	10 min
	A next step and owner for each student, recorded in the restricted student notes

	Instruction and pacing
	Team lead
	8 min
	Next unit start date and who preps what

	Items for admin and action items
	Notes taker
	2 min
	Each item has one owner and a date
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