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[bookmark: _Toc468892942]Step 3: Act
Part F: Sample Minutes Template for Implementation Meetings 
	Directions: Document the group’s learning progress by maintaining detailed agendas and minutes that you will submit for each implementation meeting. You may either record your minutes using 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.
Within the minutes, document the range of agreed-upon support you provide to the group and/or to individual members.
Based on your implementation meeting discussion and analysis of findings, track progress, early impact, and/or initial results of the group’s implementation of the strategy (e.g., Is the strategy making a difference in what or how students are learning and/or experiencing at school?).
Document agreed-upon next steps the group will take between implementation meetings.


Implementation Meeting 1: Minutes
Early returns/new data based on the implementation of the named strategy:

a.	What is going well?
[  ]
b.	What needs adjustment?
[  ]
c.	PLC participant reflections:
[  ]
Summary of the meeting:
[  ]
Next steps for the PLC:
[  ]
Implementation Meeting 2: Minutes
Early returns/new data based on the implementation of the named strategy:

a.	What is going well?
[  ]
b.	What needs adjustment?
[  ]
c.	PLC participant reflections:
[  ]
Summary of the meeting:
[  ]
Next steps for the PLC:
[  ]
Implementation Meeting 3: Minutes
Early returns/new data based on the implementation of the named strategy:

a.	What is going well?
[  ]
b.	What needs adjustment?
[  ]
c.	PLC participant reflections:
[  ]
Summary of the meeting:
[  ]
Next steps for the PLC:
[  ]
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