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R E P R O D U C I B L E

Figure 2.19: Sample Geometry Team Meeting Agenda

Mathematics Department Agenda and Minutes

Date and time: January 9, 2017 
from 7:30 a.m.–8:25 a.m.

Team: Geometry team Team leader: Ms. Berg

Team members in attendance: Mr. Shinkle, Ms. Mays, 
and Ms. Cunningham

Other participants: District mathematics coach

Current SMART goal: By the end of the 2016–2017 school year, the percentage of students proficient on the state 
assessment in mathematics will increase from 75 percent to 82 percent.

What Critical Question or Questions Will We Focus on at This Meeting?

 _ 1.  What do we want all students to know and be able 
to do?

 _ 2. How will we know if they learn it?

 _ 3.  How will we respond when some students do not 
learn?

 _ 4.  How will we extend the learning for students who 
are already proficient?

Actions and Agenda Items Minutes of the Meeting

1. Semester exam discussion (ten minutes):
• Review the exam blueprint.
• Discuss what instructional resources we are going 

to use for the warm-ups for the final six weeks.

2. Unit assessment (fifteen minutes): Share feedback 
on the upcoming unit 4 assessment. (Ms. Mays will 
put it in the shared folder.)

3. Mid-unit data dialogue (twenty minutes):
• Bring in-class sets of student work for the unit 3 

quiz. (Mr. Shinkle will create a Google Form for 
the analysis.)

• Determine essential standards for advisory tutoring.

4. Closure (five minutes): Identify action steps for 
the next meeting and what needs to be completed 
this week.

The team discussed the semester exam final blueprint 
and made sure that the current pacing would provide 
additional time and support for the concepts that 
students are still struggling with. They also made sure 
that they were including multiple select-response 
items on warm-ups and independent practice to better 
prepare the students for the new item types on the 
semester exams.  

The team reviewed the draft of the unit 4 assessment, 
and Ms. Berg is going to make the edits and place them 
in the shared folder.  

The team reviewed the data analysis from the unit 3 
quizzes and planned the re-engagement activity for 
advisory. Ms. Cunningham is going to work with the 
tutors during advisory to make sure that the tutors can 
support the student questions. 

Next Steps for the Team Agenda Items for Next Time

For next time: Create a reassessment for the unit 3 
targets that we are reteaching during advisory. Continue 
to discuss the instructional resources we are going to 
use for warm-ups. 

1. Create reassessments for unit 3 targets.
2. Discuss instructional resources for the warm-ups. 
3. Look at the unit 4 assessment data and plan unit 4 

interventions.   
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