Team Meeting Log - PDC
Team: ___________________________     Location: _____________      Date: _________Time: __________ to ___________
***** Please keep 1 copy in your PD Binder and turn 1 copy into your PD Bldg Representative****
Only 1 copy is needed per group
Guiding Questions - If we believe that all students can learn:

1. What is it we expect them to learn?

2. How will we know when they have learned it?

3. How will we respond when they don’t learn?

4. How will we respond when they already know it?

Norms for meeting: 

       
Assign roles:  1 minute
        
            Role    Present    Names
	Begin and End on Time
	1. Facilitator
	____
	____
	___________________
	

	Come Prepared
	2. Reporter/recorder
	____
	____
	___________________
	

	Stay on Topic
	3. Time keeper
	____
	____
	___________________
	

	Collaborate—Share Your Ideas
	4. Norms minder
	____
	____
	___________________
	

	Take Care of Yourself
	5. Engaged participants
	____
	____
	___________________
	

	No Side Conversations
	
	____
	____
	___________________
	

	Place Cell Phone on Silent Mode
	
	____
	____
	___________________
	

	Be Respectful
	
	____
	____
	___________________
	

	
	
	____
	____
	___________________
	

	
	
	____
	____
	___________________
	


***Some suggestions for topics are: “Items for discussion” from your previous collaboration time and/ or defining a “focus” for your collaboration group (ie: increasing attendance, grad. rate, increasing student scores in a particular area, decreasing tardies, etc.) These are only suggestions, but may help provide some guidance for topics.

Respond collaboratively to the following three questions:  ____   minutes 
1. Topic:  How are you using data to change instruction?  (ie: common assessments/ test data, Acuity data, Aimsweb data, STAR/DRA, MAP Data) If you’re not using data, what data can you begin to use to improve student instruction?

______________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2. Topic: Your Choice (Please fill in discussion topic) ______________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
3. Topic:  Your Choice (Please fill in discussion topic) ________________________________________________

_____________________________________________________________________________________________

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
4.    Actions to be taken to improve student learning:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

5. Items for further discussion:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

6. In discussion, summarize accomplishments of the meeting.  3 minutes  
NEXT MEETING:  Date: _1/15/2010_   Time: _1:55-3:15__   Location: ________________
