Department: _________________________________Date:  _____________________

Staff Present:________________________________________________________________________________________________________________________________________________________________________________________________________________

Staff Absent: ________________________________________________________________________

Structured Departmental Meeting Agenda/Notes

	Housekeeping
	5-10 minutes

	Notes from Housekeeping
	

	Structured Focus Areas
	Departmental Meeting Emphasis Areas:
Check each that were discussed at this meeting:

	√

Priority Emphasis Areas
Review and summary of essential standards for the month (standards, lesson/unit planning, formative assessments, etc.)
Review of student work samples (determining quality of work for A,B,C and what to do with students who haven’t met those standards)
Departmental/subject area work to create common assessments
Department/subject area work to create extended projects or integrated activities

Department/subject area work to create departmental expectation resources (rubrics, grading systems, refined syllabus, etc.)
Other (list please):



	Specific Notes from Priority Area(s) Checked Above:

	

	FOCUS OF NEXT MEETING (Check all that will be covered)

	√

Priority Emphasis Areas

Review and summary of essential standards for the month
Review of student work samples
Departmental/subject area work to create common assessments
Department/subject area work to create extended projects or integrated activities

Department/subject area work to create departmental expectation resources (rubrics, grading systems, etc.)
Other (list please):



	Actions/Major Topics for the Next Meeting
	5-10 minutes



	What will be done?

Who will do it?

When will it be completed?

Immediate Needs:


Date of Next Meeting:__________________________________________________

Designated Departmental Facilitator: ____________________________________

	Monthly Essential Standard Summary Page

Teacher:
	Subject:

	Month:
	Major Topics:

	Week 1:
	Essential Standards:


	Major Assessments:
	Student Performance:

	Week 2:
	Essential Standards:

	Major Assessments:
	Student Performance:

	Week 3:
	Essential Standards:

	Major Assessments:
	Student Performance:

	Week 4:
	Essential Standards:

	Major Assessments:
	Student Performance:

	Week 5:
	Essential Standards:

	Major Assessments:
	Student Performance:


INTEGRATION
