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About the Template

This agenda template has been designed to support school principals seeking to create common meeting agendas across distributed leadership teams. The template has been structured to align with an operational definition of distributed leadership —“enlisting others to advance a vision through the purposeful alignment of practices that are grounded in shared mission, beliefs, values, and goals.”


Agenda Elements and Criteria
	Agenda Element
	Criteria

	1. Adherence to a Protocol
	Meeting protocol is clearly presented and adjustments are made to the existing timeframes as appropriate.

	2. Next Actions Review
	Commitments that were made by each participant and the team during the prior meeting are reviewed. Commitments are renewed if they have not been met.

	3. Status Update
	Update of work is presented and aligned to school goals.  Accomplishments are identified to celebrate work aligned to school mission, values, beliefs and goals. Challenges are identified as starting points for conversation to surface tensions.

	4. Surfacing and Resolving Tensions
	Team members identify and prioritize tensions that need processing in order for the work to move forward. The bulk of the meeting should be spent resolving tensions consistent with shared mission, beliefs, values and goals.

	5. Decisions and Next Steps
	Clarity is provided around (1) what is being commited to being done, (2) by whom, and (3) by what date.

	6. Reflection
	Participants reflect on the meeting by identifying pluses (areas that went well) and deltas (adjustments to consider for future meetings).



Agenda Template
	Team: 
	Date:


	Adherence to a Protocol
	· Roles
· Norms
· Identify decision topics

	Next Actions Review
	· Prior meeting commitments
·  … 

	Status Update
	Status topic #1
· Update
· Accomplishments
· Challenges
	Status topic #2
· Update 
· Accomplishments
· Challenges

	Surfacing and Resolving Tensions
	Tension #1:

	
	Tension #2:

	
	Tension #3:

	Decisions and Next Steps
	What
	Who
	When

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Reflection
	· Pluses
· Deltas
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The Mid-Atlantic Comprehensive Center at WestEd (MACC) provides support for and assistance with key education initiatives to state education agencies (SEAs) in the District of Columbia, Delaware, Maryland, New Jersey, and Pennsylvania. The MACC is part of a federally-funded network of 22 technical assistance centers comprised of 15 regional centers serving individual or clusters of states and seven content centers providing expertise and services in specific, high-priority areas, such as social and emotional learning, school improvement, educator quality, and standards and assessment.

WestEd is a nonpartisan, nonprofit research, development, and service agency that works with education and other communities throughout the United States and abroad to promote excellence, achieve equity, and improve learning for children, youth, and adults. WestEd has more than a dozen offices nationwide, from Massachusetts, Vermont, Georgia, and Washington, DC, to Arizona and California, with headquarters in San Francisco.

The contents of this resource were developed under a grant from the Department of Education. However, those contents do not necessarily represent the policy of the Department of Education, and you should not assume endorsement by the Federal Government.

© 2019 Mid-Atlantic Comprehensive Center at WestEd. All rights reserved.
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