[image: image1.jpg]


[image: image2.jpg]


Building Team Meeting Agenda

Summer/ August

Date_______________

Members Present________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________

Define the Purpose of the Team

· Continue 3-Tier Model implementation in reading, writing, math, behavior
· Work together to strategize improvements in student achievement
· Each member is a representative for a larger group 

Outline the Expectations for the Team
· Responsible

· Stay on-topic

· Fully participate…listen, take notes, discuss, brainstorm, give ideas, volunteer

· Respectful

· All members need to share expertise openly and honestly

· Be positive

· Ready

· Make every effort to attend all meetings and arrive on time

· Complete assigned tasks before each meeting

Assign Roles to Members of the Team

· Facilitator_________________________________________________________

· Introduce topics by prompting group through agenda, keep members on task

· Computer Note Taker________________________________________________

· Record information from each meeting, print copy and put in each members mailbox or distribute electronically

· Time Keeper_______________________________________________________

· Remind facilitator and group of time left for each meeting topic

· Math Data_________________________________________________________

· Bring analyzed math data from benchmark meetings as well as any relevant progress monitoring data

· Reading Data_______________________________________________________

· Bring analyzed reading data from benchmark meetings as well as any relevant progress monitoring data

· Writing Data_______________________________________________________

· Bring analyzed writing data from benchmark meetings as well as any relevant progress monitoring data

· SWIS Data________________________________________________________

·  Bring Big 5 Reports from benchmark meetings as well as any other relevant data

· Helpful Nag________________________________________________________

· Remind members of meeting, deadlines, tasks, etc.

Staff Awareness

· Determine how and when staff will be informed by SAM team

· How will staff be regularly updated with SAM team goals and activities

· How can staff give feedback to SAM team 

· Determine how new staff will be trained on 3-Tier Model for academics and behavior

Professional Development

· Review last year’s data and team recommendations to prepare for PD for entire staff

Data Systems

· Determine what data systems are needed and ensure they are established

· Designate personnel to manage data (web access, data entry)

· Support any necessary DIBELS, AIMSweb, SWIS, etc. training

· Discuss how data will be shared with staff (newsletter, monthly staff meeting update, etc.)

Fall Screening

· Create a specific assessment schedule

· Include all fall assessments

· Plan for location, evaluators, data entry, data delivery, etc.

PBS Kick-Off and Teaching Plan

· Create a master schedule

· Review plans for teaching behaviors throughout the school

· Enlist fellow staff in supporting lessons

Future Dates and Meetings

· Create a master schedule for the year

· Include all assessment dates

· Determine how long and when team meetings will be held…set for school year with snow-day alternates built in

· Determine how long and when grade level meetings will be held…set for school year

· Include staff meetings

	Topic
	What Needs To Be Done
	By Whom
	By When

	Staff Awareness


	
	
	

	Professional Development


	
	
	

	Data Systems


	
	
	

	Fall Screening


	
	
	

	Future Dates and Meetings
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Building Team Meeting Agenda

September

Date_______________

Members Present________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________

Review Previous Meeting Tasks and Make Necessary Changes

· Purpose, Expectations, and Roles

· Staff Awareness

· Professional Development

· Data Systems

· Master Schedule

· Fall Screening

Specific September Deadlines and Tasks
· Evaluate Screening Process

· Complete PBS Team Implementation Checklist

· Prepare for MEAP Assessments

· Plan for Grade Level Meetings

· Make plans to share goals of Building Team with the District Team

· Celebrate and Acknowledge Success

· Complete SWEPT

· Complete PET

Behavior
· Review SWIS data

· Review end-of-year Results and Needs

· Develop/ Update Action Plan

· Set Measurable Annual Goal

· Teach Behavior Expectations to ALL Students

· Complete EBS Team Implementation Checklist

Academics
· Review Screening Process

· Prepare Data for Distribution with Colleagues

Future Dates and Meetings
· Establish Grade level meeting dates and times
· Confirm meeting date and location for October

· Determine how long, when and where the team meeting will be held

	Topic
	What Needs To Be Done
	By Whom
	By When
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Building Team Meeting Agenda

October

Date_______________

Members Present________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________

Review Previous Meeting Tasks and Make Necessary Changes

· Data Review

· Current Academic and Behavior Action Plan

Specific October Deadlines and Tasks
· Ongoing Progress Monitoring

· Make plans to share goals of Building Team with the District Team

· Celebrate and Acknowledge Success

· Complete Team Implementation Checklist

· Follow Data Review Guides for Reading, Math, and Writing

· Develop/ Update Action Plan

· Update and Share Performance Over Time by Grade and Cohort Graphs on CD

· Prepare for and Conduct MEAP

Behavior
· Look at SWIS Data

· Determine Positive Areas of Performance

· Determine Problematic Areas of Performance

· Consider PBS Instructional Strategies

· Review Action Plan

Reading
· Follow Data Review Guide for Reading

· Create Action Plan for Problematic Areas of Performance

· Complete Academic Team Implementation Checklist

Math

· Follow Data Review Guide for Reading

· Create Action Plan for Problematic Areas of Performance

· Complete Academic Team Implementation Checklist

Writing
· Follow Data Review Guide for Reading

· Create Action Plan for Problematic Areas of Performance

· Complete Academic Team Implementation Checklist

Future Dates and Meetings
· Confirm meeting date and location for November

· Determine how long, when and where the team meeting will be held

· Plan for Grade Level Meetings

· Determine how long, when and where the Grade Level Meetings will be held

	Topic
	What Needs To Be Done
	By Whom
	By When
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Building Team Meeting Agenda

November

Date_______________

Members Present________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________

Review Previous Meeting Tasks and Make Necessary Changes

· Review Action Plan 

· Review Grade Level Meetings

Specific November Deadlines and Tasks
· Ongoing Progress Monitoring

· Make Plans to Share goals of Building Team with the District Team

· Consider How the Team will Share the Information with School Board, Staff, PTA, etc. 

· Celebrate and Acknowledge Success

· Begin Michigan School Improvement Framework Performance Indicators Self Assessment

Behavior
· Review SWIS Data

· Determine Positive Areas of Performance

· Determine Problematic Areas of Performance

· Consider PBS Instructional Strategies

· Review Action Plan

Reading
· Review Data and Progress Toward Goal

· Determine Positive Areas of Performance

· Determine Problematic Areas of Performance

· Consider Marzano Instructional Strategies

Math
· Review Data and Progress Toward Goal

· Determine Positive Areas of Performance

· Determine Problematic Areas of Performance

· Consider Marzano Instructional Strategies

Writing
· Review Data and Progress Toward Goal

· Determine Positive Areas of Performance

· Determine Problematic Areas of Performance

· Consider Step Up to Writing and Marzano Instructional Strategies

Future Dates and Meetings
· Confirm meeting date and location for December

· Determine how long, when and where the team meeting will be held

	Topic
	What Needs To Be Done
	By Whom
	By When
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Building Team Meeting Agenda

December

Date_______________

Members Present________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________

Review Previous Meeting Tasks and Make Necessary Changes

· Review Action Plan 

Specific April Deadlines and Tasks
· Ongoing Progress Monitoring

· Make Plans to Share goals of Building Team with the District Team

· Review Professional Development Needs

· Schedule Benchmark Screenings for January

· Prepare for Review of PBS Expectations in January

· Complete EBS Team Implementation Checklist

· Celebrate and Acknowledge Success

Winter Screening

· Create a specific assessment schedule

· Include all winter assessments

· Plan for location, evaluators, data entry, data delivery, etc.

Behavior
· Review SWIS Data

· Determine Positive Areas of Performance

· Determine Problematic Areas of Performance

· Prepare a Master Schedule for Reviewing PBS Expectations

Reading
· Review Data and Progress Toward Goal

· Determine Positive Areas of Performance

· Determine Problematic Areas of Performance

· Consider Marzano Instructional Strategies

Math
· Review Data and Progress Toward Goal

· Determine Positive Areas of Performance

· Determine Problematic Areas of Performance

· Consider Marzano Instructional Strategies

Writing
· Review Data and Progress Toward Goal

· Determine Positive Areas of Performance

· Determine Problematic Areas of Performance

· Consider Step Up to Writing and Marzano Instructional Strategies

Future Dates and Meetings
· Confirm meeting date and location for May

· Determine how long, when and where the team meeting will be held

	Topic
	What Needs To Be Done
	By Whom
	By When
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Building Team Meeting Agenda

January

Date_______________

Members Present________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________

Review Previous Meeting Tasks and Make Necessary Changes

· Review Purpose, Expectations and Roles (Developed in August)

· PBS Review and Teaching Plan

· Winter Screening Schedule

Specific January Deadlines and Tasks
· Evaluate Screening Process

· Complete PBS Team Implementation Checklist

· Prepare Data to Share With Staff

· Make plans to share goals of Building Team with the District Team

· Celebrate and Acknowledge Success

Behavior
· Review SWIS Data

· Review End of Year Results and Needs

· Develop/ Update Action Plan

· Set Measurable Annual Goal

Academics
· Review Screening Process

· Prepare Data for Distribution with Colleagues

Future Dates and Meetings
· Confirm meeting date and location for February

· Determine how long, when and where the team meeting will be held

	Topic
	What Needs To Be Done
	By Whom
	By When
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Building Team Meeting Agenda

February

Date_______________

Members Present________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________

Review Previous Meeting Tasks and Make Necessary Changes

· PBS Review and Teaching Schedule

· Current Academic and Behavior Action Plan

Specific January Deadlines and Tasks
· Ongoing Progress Monitoring

· Make plans to share goals of Building Team with the District Team

· Celebrate and Acknowledge Success

· Develop/ Update Action Plan

· Update and Share Performance Over Time by Grade and Cohort Graphs on CD

Behavior
· Review SWIS Data

· Determine Positive Areas of Performance

· Determine Problematic Areas of Performance

· Consider PBS Instructional Strategies

· Review Action Plan

Reading
· Follow Data Review Guide for Reading

· Create Action Plan for Problematic Areas of Performance

Math

· Follow Data Review Guide for Reading

· Create Action Plan for Problematic Areas of Performance

Writing
· Follow Data Review Guide for Reading

· Create Action Plan for Problematic Areas of Performance

Future Dates and Meetings
· Confirm meeting date and location for March

· Determine how long, when and where the team meeting will be held

	Topic
	What Needs To Be Done
	By Whom
	By When

	
	
	
	

	
	
	
	

	
	
	
	



Building Team Meeting Agenda

March

Date_______________

Members Present________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________

Review Previous Meeting Tasks and Make Necessary Changes

· Data Review

· Current Academic and Behavior Action Plan

Specific March Deadlines and Tasks
· Ongoing Progress Monitoring

· Make plans to share goals of Building Team with the District Team

· Celebrate and Acknowledge Success

· Complete Team Implementation Checklist

· Develop/ Update Action Plan

· Complete Academic Team Implementation Checklist

Behavior
· Review SWIS Data

· Determine Positive Areas of Performance

· Determine Problematic Areas of Performance

· Consider PBS Instructional Strategies

· Review Action Plan

Reading
· Complete Team Implementation Checklist

Math

· Complete Team Implementation Checklist

Writing
· Complete Team Implementation Checklist

Future Dates and Meetings
· Confirm meeting date and location for April

· Determine how long, when and where the team meeting will be held

	Topic
	What Needs To Be Done
	By Whom
	By When

	
	
	
	

	
	
	
	

	
	
	
	



Building Team Meeting Agenda

April

Date_______________

Members Present________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________

Review Previous Meeting Tasks and Make Necessary Changes

· Review Action Plan 

Specific April Deadlines and Tasks
· Ongoing Progress Monitoring

· Make Plans to Share goals of Building Team with the District Team

· Review Professional Development Needs

· Schedule Benchmark Screenings for May

· Celebrate and Acknowledge Success

Spring Screening

· Create a specific assessment schedule

· Include all Spring assessments

· Plan for location, evaluators, data entry, data delivery, etc.

Behavior
· Review SWIS Data

· Determine Positive Areas of Performance

· Determine Problematic Areas of Performance

· Complete EBS Self-Assessment Survey (all staff)

Reading
· Review Data and Progress Toward Goal

· Determine Positive Areas of Performance

· Determine Problematic Areas of Performance

· Consider Marzano Instructional Strategies

Math
· Review Data and Progress Toward Goal

· Determine Positive Areas of Performance

· Determine Problematic Areas of Performance

· Consider Marzano Instructional Strategies

Writing
· Review Data and Progress Toward Goal

· Determine Positive Areas of Performance

· Determine Problematic Areas of Performance

· Consider Step Up to Writing and Marzano Instructional Strategies

Future Dates and Meetings
· Confirm meeting date and location for May

· Determine how long, when and where the team meeting will be held

	Topic
	What Needs To Be Done
	By Whom
	By When

	
	
	
	

	
	
	
	

	
	
	
	


Building Team Meeting Agenda

May

Date_______________

Members Present________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________

Review Previous Meeting Tasks and Make Necessary Changes

· Review Action Plan 

Specific May Deadlines and Tasks
· Evaluate and Share Screening Data

· Make Plans to Share goals of Building Team with the District Team

· Review Professional Development Needs for Next Year

· Complete Academic Team Implementation Checklist

· Complete EBS Team Implementation Checklist for Behavior

· Gather Input from Staff to Set Goals for Next Year

· Celebrate and Acknowledge Success

· Update and Share Performance Over Time Graphs for Grade and Cohort (on CD)

Behavior
· Review SWIS Data

· Determine Positive Areas of Performance

· Determine Problematic Areas of Performance

· Complete EBS Self-Assessment Survey (all staff)

Reading
· Follow The Reading Data Review Guide

· Complete Academic Team Implementation Checklist

Math
· Follow The Math Data Review Guide

· Complete Academic Team Implementation Checklist

Writing
· Follow The Writing Data Review Guide

· Complete Academic Team Implementation Checklist

Future Dates and Meetings
· Confirm meeting date and location for June

· Determine how long, when and where the team meeting will be held

	Topic
	What Needs To Be Done
	By Whom
	By When

	
	
	
	

	
	
	
	

	
	
	
	


Building Team Meeting Agenda

June

Date_______________

Members Present________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________

Review Previous Meeting Tasks and Make Necessary Changes

· Review Action Plan 

Specific June Deadlines and Tasks
· Celebrate Success

· Determine How to Celebrate With Key Stakeholders

· Begin to Identify Professional Development Goals for Next Year

· Identify Needs (materials, space, people, etc.) for Next Year and Determine how to Meet Those Needs

Action Plan- Summer/ August








