
 

Literacy Leadership Team Agenda & Meeting 

Sample Literacy Leadership Team Agenda & Meeting Minutes Template 

Date of Meeting: Time: 

Meeting Facilitator: Location: 
SAMPLE 
Meeting Attendees: 

Goals: 
1. 

2. 

3. 

4. 

5. 
Agenda 

Time (min.) Topic Owner 

Follow Up From Prior Meetings Status of Prior Tasks 

Agenda Items 

Topic Notes 
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Action Steps 

Topic Next Steps Person Responsible Timeline 

A Glance Ahead Important Dates 

ADDITIONAL NOTES: 



  

 

 

 

 

 

  

  
 

 
 

Literacy Leadership Team Agenda & Meeting 

Sample Literacy Leadership Team Agenda & Meeting Minutes Template 

Date of Meeting: August 15, 2018 Time: 8:30 – 9:30 

Meeting Facilitator: Literacy Coach Location: Conference Room 

SAMPLE 
Meeting Attendees: 

Principal 
Literacy/ELA Coach 
Assessment Coordinator 

EIP Teacher(s) 
Reading Specialist(s) 
Student Support Team 

Goals: 
1. To establish a literacy vision for the school 

2. To create structures to assess students school-wide 

3. To support teachers in providing research-based instruction 

4. To use data to develop plans for a cohesive curriculum across grades 

5. To build leadership capacity in staff members to become model literacy teacher leaders 

Agenda 

Time (min.) Topic Owner 

5 minutes Check-In: Coaches 

5 minutes Prior Meeting Status Updates Minute Keeper 

40 minutes Agenda Items Coaches 

10 minutes Action Steps Principal 

Follow Up From Prior Meetings Status of Prior Tasks 

K-5 Beginning of Year Assessments In Progress 

Uninterrupted Literacy Block Schedule Completed 

Agenda Items 

Topic Notes 

P.L. Calendar 
• Team decided that data digs and small group instruction P.L. are high priority for August 
• Sept P.L. TBD based on teacher observations, feedback, and BOY data trends 

Data Digs 
• Secure subs for an extended Grade Level PLC 
• Coach will guide teachers in formative data analysis and forming flexible groups 
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Action Steps 

Topic Next Steps Person Responsible Timeline 

Data Reporting Create Spreadsheets for Teacher Entry SST & Data Spec. 8/18/2018 

Data Entry Accountability Teachers will score and enter class data Principal 8/22/2018 

A Glance Ahead Important Dates 

Data Dig – During Grade Level Extended Planning Time August 25th – 29th 

Small Group Instruction Training – Early Release Day Staff-wide P.L. September 3rd 

ADDITIONAL NOTES: 




