	WHAT?
	WHO?
	BY WHEN?

	Talk to each team to gather input about using effective meeting tools.
	Every team leader.
	Before next leadership team meeting.

	Identify and type final list of students who will receive academic support for reading.
	Resource Counselor
	11/17/08

	Draft notification to parents and students – get approval from principal
	7th grade team leader
	11/15/08




Post in the meeting room.


Record as decisions are made.


Revisit to ensure follow-through


Use to guide the next meeting








