[Team name] meeting notes
Date: 
Present: 
Absent: 
Notes by: 
Last week's action items
	Item
	Owner
	Status

	
	
	Done / Rescheduled / Needs confirming



Dates and duties
1. Date: event, deadline or duty change
Assessment data
	Class
	Students tested
	At or above benchmark
	Notes

	
	
	%
	



What we'll do about it: 
Students of concern
Students reviewed: [number]. Notes kept in: [restricted system]. No names, initials or student numbers here.
	Follow-up (no student details)
	Owner
	Due

	
	
	



Instruction and pacing
1. Where we are, next unit start date, shared materials and who preps them
Items for admin
1. Question, who takes it, by when
Action items
	Item
	Owner
	Due
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