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Sample Note-taking Tool for 

SST Meetings Years 2-4 for Priority Schools

Minutes for SCHOOL NAME
Monitoring/ILT/SST Meeting      Date: _________
Attendance:  
Requirement 6: Progress on the implementation of the instructional program

Suggested questions for consideration

What parts of the instructional program have been implemented?

To what extent?

How do we know?

What still needs to be implemented?

SRO:

What are the current instructional priorities?

Describe how  the leadership team is involved with curriculum planning?

How does the Leadership team monitor the implementation of appropriate instructional strategies?

What documentation do we have to support our work?

Requirement 4:  Progress on professional development plan

Suggested questions for consideration

What professional learning has occurred?

What evidence do we see in the classroom?

What further support might need to be provided?

What professional learning is in on-going?

What evidence do we see in the classroom?

What professional learning is ahead?
SRO:

What is the focus of PL activities?

How does the leadership team monitor and evaluate the impact of PL on teacher practice and student learning?

What documentation do we have to support our work?

Requirement 7: Progress on the continual use of data to inform and differentiate instruction

Suggested topics and questions for consideration

Instructional Learning Cycle: What teachers are participating?  What subject areas?

Where are teacher teams in the ILC process at this time?

Reports from individual teachers or teacher teams on their ILC experience

SRO:

Describe how data is gathered, analyzed, and used to plan and implement instructional interventions?

Upload all SST Minutes to SharePoint as meetings occur. 

Quarterly upload ILC Documentation from at least one teacher team to SharePoint

 **ILC Documentation from ALL TEACHER TEAMS should be kept at the school for review.
Requirement 1B: Leadership 
SRO:

What is the role of the leadership team and principal in the school turnaround process?

What documentation do we have to support our work?

Requirement 9: Family and Community Engagement

SRO:

Describe your current family and community engagement activities?

What documentation do we have to support our work?

School Climate and Culture

SRO:

Describe the climate and culture of building.
What documentation do we have to support our work?

Updates on school level supports being provided
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