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[bookmark: _Toc468892942]Step 3: Act
Part E: Sample Agenda Template for Implementation Meetings
	Directions: Create an agenda for each of the three required implementation meetings. Within each agenda, you will want to create opportunities for group members to review norms, review and analyze data, and discuss and determine the next steps. You may either use 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.
Guidelines for Implementation Meetings:
1. Early returns/new data based on the implementation of the named strategy: [Share any data collected from the implementation of the strategy your group selected. Guide the group in a discussion of the data.]
a. What is going well?
b. What needs adjustment?
c. PLC participant reflections
2. Summary of the meeting: [With the group, summarize the key points discussed.]
3. Next steps for the PLC: [With the group, determine what next steps will be taken and who will be responsible for completing each step. Also determine the next meeting date.]


Implementation Meeting Agenda 1

	Grade Level(s):
	Meeting Date:
	Meeting Start and End Time:

	[  ]
	[  ]
	[  ]


PLC Norms:
	[  ]

	[  ]

	[  ]


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

	[  ]
	[  ]

	[  ]
	[  ]

	[  ]
	[  ]

	[  ]
	[  ]

	[  ]
	[  ]



	Meeting Goal(s):
	[  ]


[bookmark: _Hlk202184174]1.	Early returns/new data based on the implementation of the named strategy:
[  ]
2.	Summary of the meeting:
[  ]
3.	Next steps for the PLC:
[  ]

Implementation Meeting Agenda 2

	Grade Level(s):
	Meeting Date:
	Meeting Start and End Time:

	[  ]
	[  ]
	[  ]


PLC Norms:
	[  ]

	[  ]

	[  ]


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

	[  ]
	[  ]

	[  ]
	[  ]

	[  ]
	[  ]

	[  ]
	[  ]

	[  ]
	[  ]



	Meeting Goal(s):
	[  ]


1.	Early returns/new data based on the implementation of the named strategy:
[  ]
2.	Summary of the meeting:
[  ]
3.	Next steps for the PLC:
[  ]

Implementation Meeting Agenda 3

	Grade Level(s):
	Meeting Date:
	Meeting Start and End Time:

	[  ]
	[  ]
	[  ]


PLC Norms:
	[  ]

	[  ]

	[  ]


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

	[  ]
	[  ]

	[  ]
	[  ]

	[  ]
	[  ]

	[  ]
	[  ]

	[  ]
	[  ]



	Meeting Goal(s):
	[  ]


1.	Early returns/new data based on the implementation of the named strategy:
[  ]
2.	Summary of the meeting:
[  ]
3.	Next steps for the PLC:
[  ]
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