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	Directions: Create an agenda for the planning meeting. You may use either this sample template or one you prepare with the support of your program. If using this sample template, type your responses within the brackets following each prompt.
After creating the agenda, use it to facilitate meetings with group members’ active involvement to review and analyze data—including student demographics, learning, academic performance, and/or well-being—and other relevant student information related to the selected area of educational focus. Record minutes during the planning meeting, describing what was discussed, agreements reached, and the next steps the group will take.
Meeting Guidelines:
1. Review the vision, mission, and/or goals of your professional context:
2. Review and analyze data:
a. Data source(s):
b. Discussion of data: [Possible discussion topics: What trends or patterns does the group notice in the data? What student needs emerge from the data? Possible foci: student demographics, learning, academic performance and/or well-being, and other relevant information.]
3. Identify a problem of practice: [After reviewing the vision, mission, and/or goals of your educational context and relevant data, identify a problem of practice that aligns with the goals of your context and is supported by the data.]
4. Addressing the problem of practice: [With the group, select one relevant evidence-based strategy to address the problem of practice.]
5. Implementation plan: [Thinking about the context, make a plan to implement the strategy to address the problem of practice.]
6. Next steps and action items: [With the group, determine specific tasks and responsibilities each team member will complete, schedule the next PLC meeting and ensure that all participants have any necessary materials, confirm meeting norms and expectations.]
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	Meeting Date:
	Meeting Start and End Time:

	[bookmark: _Hlk202183807][  ]
	[  ]


PLC Norms:
	[  ]

	[  ]

	[  ]


Meeting Participants:
	Names of Participants:
	Their Role in Your Educational Context:

	[  ]
	[  ]

	[  ]
	[  ]

	[  ]
	[  ]

	[  ]
	[  ]

	[  ]
	[  ]



	Focal Group of Students (i.e., common grade level or demographic):
	[  ]



	Meeting Goal(s):
	[  ]



1.	Review the vision, mission, and/or goals of your school site/professional context:
[  ]
2.	Review and analyze data:
a.	Data source(s):
[  ]
b.	Discussion of data:
[  ]
3.	Identify a problem of practice:
[  ]
4.	Addressing the problem of practice:
[  ]
5.	Implementation plan:
[  ]
6.	Next steps and action items:
[  ]
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