School Leadership Team
April 24, 2008

3:00 – 4:15 p.m.

“A meeting is effective when it achieves its objectives in a minimum amount of time to the satisfaction of the participants.”


-Effective Meeting Skills by Marion E. Haynes


	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



AGENDA

	CONTENT
	PROCESS
	LEADER
	TIME

	Welcome

Introductions

Today’s Agenda
	Present

Clarify
	SDT
	5’

	The “Ideal Meeting”
	Affinity Diagram
	RT
	10’

	Force Field Analysis

What are driving & restraining forces of our meetings in relation to the Ideal?
	Present

Clarify

Participate
	Principal
	10’

	Evaluate the Meeting
	Plus/Deltas
	SDT
	5’


Desired Outcomes


By the end of the meeting, we will  have:


Examined our current practice and our vision for effective meetings


Identified quality tools to improve our team meetings


Agreed on roles, procedures, and ground rules for our team meetings


Discussed implementation of the tolls for all RHMS meetings


Evaluated today’s session








Mastery Objective:  By the end of the session today, participants will be able to describe six tools for improving the effectiveness of team meetings.











