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SAMPLE OUTLINE FOR QUARTERLY REPORTING MINUTES

Minutes for SCHOOL NAME
Quarterly Reporting Meeting # 1
Date: _________ 
Time: __________
Purpose: 

· To provide a progress update on the implementation of: 

· The instructional program as outlined in the approved RR plan
· The professional develop plan as outlined in the approved RR plan

· The continual use of data to inform and differentiate instruction---Instructional Learning Cycle or similar process
· Descriptive Data Collection
Attendance:  
1.  Introduction
a. Review Purpose
b. Introduce School Support Team and review role (District Rep, SIF, IS, others)
c. Assign Facilitator and Note taker for the meeting
2. Progress on the implementation of the instructional program
a. What has been implemented?

b. To what extent?

c. How do we know?
d. What still needs to be implemented?

3. Progress on professional development plan

a. What professional learning has occurred?

· What evidence do we see in the classroom?

· What support might need to be provided?

b. What professional learning in on-going?

· What evidence do we see in the classroom?
c. What professional learning is ahead?

· Who needs to do what to prepare?

4. Progress on the continual use of data to inform and differentiate instruction
a. Define or review the building process
· What does the Instructional Learning Cycle or similar process look like in our building?

· Who is participating at this time?

b. Reports from individual teachers or teacher teams on their ILC experience

· Instructional Strategy

· Implementation data (adult actions)

· Impact data (student learning)

· Reflection on instructional practice
c. Next steps for ILC implementation

5. Review Descriptive Data Collected this quarter 
a. What does a review of our descriptive data show around Planning and Reflecting Conversations?

b. What does a review of our descriptive data show around 

· differentiated instruction

· monitoring for student learning

· adult implementation of strategies
· student engagement

· positive classroom climate
6. Review of Surveys of Enacted Curriculum Data (if appropriate)

a. What does our SEC data show around alignment to state standards?
b. What does our SEC data show around our instructional practices?

7. Next steps
8. Other?

Next meeting is scheduled on ______________
