Professional Learning Teams

Meeting Record

Team: _________________________


Date: ______________

Directions: Check the box of the activity your team worked on today and briefly describe the evidence that accompanies the activity.  You can include the evidence of the work along with this meeting record in your PLT notebook or ePortfolio.  It will provide a record of your team’s work over time and serve as a reference.  

1. Curriculum map and pacing plan

What do we want students to learn?


Looks like:


Identify the key learning targets, the priority standards for your subject area/grade 
level, the instructional material used, and the time at which the key learning 
targets will be taught.


Today our team worked on:


Evidence:

	Identifying priority standards


	

	Choosing the learning targets


	

	Developing a curriculum map


	

	Developing pacing for the curriculum map
	


2. Assessment

How do we know they have learned it?


Looks like:


Develop one or more common formative assessments, analyze the 
results and use 
the results to inform future instruction.  Teams could also develop/use common 
summative assessments to measure student progress over a longer period of time. 


Today our team worked on:


Evidence:

	Developing common formative assessments to check for mastery of the learning targets


	

	Analyzing and using results of the common formative assessments to determine next steps in instruction


	

	Developing common summative assessments to measure student progress over a longer period of time.


	

	Using the results of the common summative assessments to refine instruction and plan next steps for students.
	


3. Intervention

What do we do if they have not learned it?


Looks like:


Create a plan to ensure that all students successfully meet priority standards and 
demonstrate mastery of the learning targets.


Today our team worked on:


Evidence:

	Identifying students who need additional time or support


	

	Making a plan for students to receive the support they need


	

	Analyzing the results of the interventions


	


4. Enrichment

What do we do if they have already learned it?


Looks like:


Create a plan for enrichment of learning for students who have already mastered 
the learning targets.


Today our team worked on:


Evidence:

	Identifying the ways in which students can demonstrate mastery of the learning targets, such as pre-tests


	

	Developing learning activities, such as project-based learning, wherein students can expand and deepen their knowledge


	


