Tier I Example Agendas
[bookmark: _Int_ikh7GjAe]Purpose: These example agendas can be used by schools to guide discussions and action planning during team meetings.
1. Example Agendas
a. Team Meeting Agenda — Example #1
b. Team Meeting Agenda — Example #2
c. Team Meeting Agenda — Example #3 
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Team Meeting Agenda - EXAMPLE AGENDA #1

2
School: Click or tap here to enter text.
Date: Click or tap to enter a date.
Team Lead: Click or tap here to enter text.
Recorder: Click or tap here to enter text.
Data Coordinator: Click or tap here to enter text.
Timekeeper: Click or tap here to enter text.
Active Team Member(s) Present: Click or tap here to enter text.
Team Purpose: We work to improve school-wide academic and behavior outcomes for all students by implementing a tiered support framework. 
1. Celebrate Success (5 minutes): 
Click or tap here to enter text.
2. Progress Review of Focus Items from School Fidelity Assessment (5 minutes): 
a. List and review focus areas from the previous School Implementation Fidelity Assessment. 
Essential Component: Leadership
	Subcategory
	Area of Focus

	Leadership Teaming
	Click or tap here to enter text.
	Professional Development and Coaching
	Click or tap here to enter text.
	Strategic Allocation of Resources
	Click or tap here to enter text.
	Communication and Engagement
	Click or tap here to enter text.

Essential Component: Data-Based Decision Making
	Sub-Category
	Area of Focus

	Problem-Solving Teams
	Click or tap here to enter text.
	Data Use
	Click or tap here to enter text.
	Selection of Instructional Practices and Interventions
	Click or tap here to enter text.
	Monitoring Response to Instruction and Intervention
	Click or tap here to enter text.
	Adapting and Intensifying Instruction and Intervention
	Click or tap here to enter text.

Essential Component: Assessment
	Subcategory
	Area of Focus

	Assessment Tools and Administration
	Click or tap here to enter text.

Essential Component: Instruction and Intervention
	Subcategory
	Area of Focus

	Environment for Learning
	Click or tap here to enter text.
	Tier I
	Click or tap here to enter text.

b. 

b. What data collected in the past month correspond to an area of focus (e.g., assessment data, policy, budget, professional development needs)? 
Click or tap here to enter text.
c. What area of focus needs to be discussed using the problem-solving process? Click or tap here to enter text.
i. Define - What is the problem or issue to address?
Click or tap here to enter text.
ii. Analyze - Why is it occurring?
Click or tap here to enter text.
iii. Implement - What are we going to do about it?
Click or tap here to enter text.
iv. Evaluate - How will we know we’ve been successful? 
Click or tap here to enter text.
3. Ongoing Business (15 minutes):
b. List and review issues and action items from the previous meeting. 
Click or tap here to enter text.
c. What is the status (completed, in process, not started)?
Click or tap here to enter text.
d. What do we need to continue/stop/add?
Click or tap here to enter text.
4. New Business (10 minutes): 
b. What new issues need to be addressed to ensure improved implementation and/or outcomes? 
Click or tap here to enter text.
c. What are continuing barriers or risks to implementation? 
Click or tap here to enter text.
5.  Meeting Self-Assessment (5 minutes): 
	Evaluation of Team Meeting
	Yes
	So-So
	No

	1. Did we follow our norms in the meeting today?
	☐	☐	☐
	2. Did we focus on our team’s purpose in the meeting today?
	☐	☐	☐
	3. Did we do a good job of completing the tasks we agreed on at previous meetings?
	☐	☐	☐
	4. In general, are the completed tasks having the desired effects on student outcomes?
	☐	☐	☐



If some of the ratings are “So-So” or “No,” what can we do to improve things?
Click or tap here to enter text.
6. Ongoing Action-Planning Items
	Activity
	Who is responsible?
	When is the target start date?
	When is the target completion date?
	How will we know if it is working?

	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
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Team Meeting Agenda - EXAMPLE AGENDA #2
Team Information
	Team Name
	Date and Time
	Team Lead
	Recorder
	Data Coordinator
	Active Team Member(s)
	Timekeeper

	Enter team name.	Enter date and time.	Enter name.	Enter name.	Enter name.	Enter name(s).	Enter name.


	
	Team Lead
	Recorder
	Data Coordinator
	Active Team Member(s)
	Timekeeper

	Backup Roles:
	Enter name.	Enter name.	Enter name.	Enter name(s).	Enter name.

Team Norms: Enter team norms.
Decision-Making Procedure:	☐ Majority vote	☐ Consensus	☐ Thumbs-up approach

Team Members (Place an “X” in the checkbox to the left of name if present)
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☐ Enter name.
☐ Enter name. 
☐ Enter name.
☐ Enter name. 
☐ Enter name.
☐ Enter name. 
☐ Enter name.
☐ Enter name.
Today’s Agenda
Place an “X” to left of item after it’s completed.
1. ☐ Review Agenda (2 min)
2. ☐ Celebrations (3 min)
3. ☐ Review Previous Meetings’ Tasks (5 min)
4. ☐ Administrative/General Issues and School Fidelity Implementation Assessment Review (15 min)
5. ☐ Upcoming Data Windows (5 min)
6. ☐ Data Summary (5 min)
7. ☐ Data Review (20 min)
8. ☐ Plan Staff Communication (2 min)
9. ☐ Assign Action Items (3 min)
Agenda Items for Next Meeting
Click or tap here to enter text.
Administrative/General Information and Issues
	Topic
	Define - Step 1: What is the problem or issue to address?
	Analyze - Step 2: Why is it occurring?
	Implement - Step 3: What are we going to do about it?
	Implement -To-Do List
	Implement: Person(s) Responsible
	Implement: Follow-Up or Completion Date
	Evaluate - Step 4: How will we know we’ve been successful?

	Enter topic.
	Describe.
	Describe.
	Describe.
	Describe.
	Enter name(s).
	Describe.
	Describe.

	Enter topic.
	Describe.
	Describe.
	Describe.
	Describe.
	Enter name(s).
	Describe.
	Describe.


Tier I Data Summary
	
	Number of Students/Total Students
	Percentage

	Percentage of students successful with Tier I reading support:
	Enter total number.
	Enter percentage.

	Percentage of students successful with Tier I math support:
	Enter total number.
	Enter percentage.

	Percentage of students successful with Tier I behavior support:
	Enter total number.
	Enter percentage.


Data Review
	Data Tool
	Define:
Step 1:
What is the problem or issue to address?
	Analyze:
Step 2:
Why is it occurring?
	Implement:
Step 3:
What are we going to do about it?
	Implement:
To-Do List
	Implement:
Person(s) Responsible
	Implement:
Follow-Up or Completion Date
	Evaluate:
Step 4:
How will we know we’ve been successful?

	Enter source.
	 Describe.
	 Describe.
	 Describe.
	 Describe.
	Enter name(s).
	 Describe.
	 Describe.

	Enter source.
	 Describe.
	 Describe.
	 Describe.
	 Describe.
	Enter name(s).
	 Describe.
	 Describe.

	Enter source.
	 Describe.
	 Describe.
	 Describe.
	 Describe.
	Enter name(s).
	 Describe.
	 Describe.


Evaluation of Team Meeting (Mark your ratings with an “X.”)
	Question
	Yes
	So-So
	No

	1. Was today’s meeting a good use of our time?
	☐	☐	☐
	2. In general, did we do a good job of tracking whether we’re completing the tasks we agreed on at previous meetings?
	☐	☐	☐
	3. In general, have we done a good job of actually completing the tasks we agreed on at previous meetings?
	☐	☐	☐
	4. In general, are the completed tasks having the desired effects on student outcomes? 
	☐	☐	☐
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Team Meeting Agenda
Example Agenda #3
School: Enter school name. 
Date: Enter date.
Team Lead: Enter name. 
Recorder: Enter name.
Data Coordinator: Enter name. 
Time Keeper: Enter name.
Active Team Member(s) Present: Enter name(s).
Team Purpose:
We primarily work to identify and utilize effective academic and behavior interventions for our students requiring more than Tier I support to be successful. We also handle new referrals for support and monitor and problem-solve progress.
1. Celebrate Success (5 minutes):
Please describe.
2. Review Implementation Data (10 minutes)
a) List and review most recent fidelity data.
Please describe.
b) What barriers are interfering with implementation?
Please describe.
c) What can we do to improve implementation? Update action plan below.
3. Review Student Outcomes Data (15 minutes)
a) List and review most recent student outcomes data.
Please describe.
b) What can we do to improve outcomes? Update action plan below.
4. Updates of Systems Decisions from Data Coordinator (5 minutes)
a) Academic:
Please describe.
b) Behavior:
Please describe.
5. New Referrals for Support (5 minutes)
a) What new referrals need to be reviewed?
Please describe.
b) What steps are needed for implementation?
Please describe.
6. Meeting Self-Assessment (5 minutes)
	Evaluation of Team Meeting
	Yes
	So-So
	No

	1. Did we follow our norms in the meeting today?
	☐	☐	☐
	2. Did we focus on our team’s purpose in the meeting today?
	☐	☐	☐
	3. Did we do a good job of completing the tasks we agreed on at previous meetings?
	☐	☐	☐
	4. In general, are the completed tasks having the desired effects on student outcomes?
	☐	☐	☐

If some of the ratings are “So-So” or “No,” what can we do to improve things?
Please describe.
7. Ongoing Action Planning Items
	Activity
	Who is responsible?
	When is the target start date?
	When is the target completion date?
	How will we know if it is working?

	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
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