Template for Instructional Team 

Business Meeting Minutes
School Name: _______________________________________________________________________________

Team Name: ________________________________________________________________________________

Meeting Date: _______________________________________________________________________________

Meeting Location: ___________________________________________________________________________

Time Meeting Began: _________________________________________________________________________

Time Meeting Adjourned: ____________________________________________________________________

Who is your Team Leader? ___________________________________________________________________

Members Present: ___________________________________________________________________________

___________________________________________________________________________________________

Approval of minutes from previous meeting:

Notes and Actions Taken on Topics Discussed

Team Effectiveness:

Student Learning Data:

Instruction:

Curriculum:

Student Behavior:

Parents:

Other Business:

Adjournment:

Date and time of next meeting: _____________________________________________________________________

Location of next meeting: ________________________________________________________________________
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