[bookmark: _gjdgxs]MEETING WISE AGENDA TEMPLATE

Taken from: Meeting Wise - Making the Most of Collaborative Time for Educators,
Kathryn Parker Boudett and Elizabeth City; Harvard Education Press

	(Name of School) SCHOOL BOARD 
MEETING AGENDA
(Date Meeting)
(Time Meeting)
(Location of Meeting)

PLEASE NOTE: (Include any special instructions regarding parking, hospitality, etc.)



	TOPIC: 

	ROLES: 
Attendees: (Names of board members in attendance)
Guest: (Name of any guest that is addressing the board) 
Visitor: (Name of any visitor that is observing the board meeting) 
Facilitator: (Name of the chair)
Note Keeper: (Name of the secretary) 
Timekeeper: (Name of someone who will keep the meeting on schedule - should rotate among members)



	MEETING OBJECTIVES:
· Review meeting norms of group. 
· Objective 1 - (List the various objectives.)
· Objective 2 - 
· Objective 3 - 
· Objective 4 - 
· Objective 5 - 
· Objective 6 -


	TO PREPARE FOR THIS MEETING, PLEASE:
· Read this agenda
· (Include any other tasks that need to be completed prior to the meeting.)

	Schedule: xx minutes 



	TIME
	MINUTES
	ACTIVITY

	x:xx - x:xx 
	5 min.
	WELCOME 
· Opening Prayer - (rotate this responsibility among members)
· Welcome any guests/visitors.
· Determine role of timekeeper.                                   
· Take attendance.
· Review the meeting’s objectives. 
· Review any next steps or plus/deltas from previous meeting. 

	x:xx - x:xx
	5 min.
	Review advisory board meeting norms prior to each meeting. 

MEETING NORMS:
· Assume positive intentions. 
· Take an inquiry stance.
· Use “I notice” statements and “I wonder” questions. 
· Ground statements in evidence.                         
· Start and end on time.
· Be here and now. 
· Stick to protocol - hear all voices.

	x:xx - x:xx
	5 min.
	APPROVAL OF MINUTES  
                                                                                             
NOTES:

	x:xx - x:xx
	[bookmark: _GoBack]x min. 
	OBJECTIVE 1 

NOTES:

	x:xx - x:xx
	x min.
	OBJECTIVE 2 

NOTES:

	x:xx - x:xx
	x min.
	OBJECTIVE 3 

NOTES:
    

	x:xx - x:xx
	x min.
	OBJECTIVE 4 

NOTES:


	x:xx - x:xx

	x min.
	OBJECTIVE 5 

NOTES:

	x:xx - x:xx
	x min.
	OBJECTIVE 6 

NOTES:

	x:xx - x:xx

	5 min
	VISITOR COMMENTS

NOTES:

	x:xx - x:xx

	5 min.
	REVIEW NEXT STEPS 

NOTES:




	x:xx - x:xx
	5 min.
	CLOSING PRAYER 

ASSESS what worked well about this meeting and what we would change. What are we grateful for? Where did we see God present and in action? What did we learn? What will we do differently? Based on Ignatian Spiritual Exercises.
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