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Resource 4: Sample Meeting Agendas

Resource 4 provides four sample meeting agendas for engaging stakeholders in planning for equitable access to excellent teaching and leading. These agendas are for the following types of meetings: small-group meeting, focus-group-style discussion meeting, town hall meeting, and online meeting.
Note: This resource is one of 12 companion resources to the Moving Toward Equity Stakeholder Engagement Guide (http://www.gtlcenter.org/stakeholder_engagement_guide). The 12 resources are provided in a format that allows for state adaptation (e.g., Microsoft Word, PowerPoint) so that they are useable in each state’s unique context. The Center on Great Teachers and Leaders grants permission for you to use or adapt the Moving Toward Equity resources for your state education agency or local education agency as needed.
	Sample Agenda: Small Group Meeting
15 minutes
Introductions: Who Is at the Table? 

Introduce participants

Discuss meeting objectives

Circulate sign-up sheets for electronic mailing list
15 minutes 
Overview of [Your State’s] Equitable Access Initiative
What does this mean for [your state]? 

What does this mean for different stakeholder groups?
· Parents and community level

· School level

· District level

· State level

15 minutes
Overview of State Data Profile

45 minutes
Discussion and Questions 

Discussion Topic 1 (15 minutes)

Discussion Topic 2 (15 minutes)

Discussion Topic 3 (15 minutes)
30 minutes
Next Steps 
Best ways to communicate moving forward

Plans to receive continued feedback 


	Sample Agenda: Focus-Group-Style Discussion Meeting

15 minutes
Introductions: Who Is at the Table?

Introduce participants

Discuss meeting objectives

Circulate sign-up sheets for electronic mailing list
10 minutes 
Overview of Purpose of Focus-Group-Style-Discussion Approach 

Set norms for the discussion

Provide overview of the topic and approach to discussing it

25 minutes
Review and discussion of topic 1

25 minutes
Review and discussion of topic 2

25 minutes
Review and discussion of topic 3

15 minutes
Next Steps 
How the findings will be recorded and incorporated

Upcoming focus-group-style meeting(s)

Other updates 


	Sample Agenda: Town Hall Meeting

5 minutes
Introductions: Who Is at the Table? 

Introduce speakers and moderators

Circulate sign-up sheets for electronic mailing list

25 minutes                              Overview of [Your State’s] Equitable Access Initiative 

What does the new initiative mean for [your state]?

What changes are taking place?

What does the state data profile show?

45 minutes 
Small-Group Discussion: Effects on Different Stakeholder Groups 

How will different stakeholder groups be affected?

What do they need to know?

Break up into stakeholder groups, each led by a moderator, 
for discussion and Q&A.
Parents and community level

School level

District level

State level
15 minutes 
Whole-Group Closing Remarks and Next Steps

Best ways to communicate moving forward
Plans to receive continued feedback 


	Sample Agenda: Online Meeting

5 minutes
Introductions: Who Is at the Table? 

Introduce participants (if 20 or fewer)

Determine meeting objectives

Provide instructions for asking questions (e.g., online chat box vs. orally, throughout the meeting or only at the end)

20 minutes 
Presenter 1: Overview of [Your State’s] Equitable Access Initiative

What does the new initiative mean for [your state]?

What changes are taking place?

How will different stakeholder groups be affected, and what do they need to know?
· Parents and community level

· School level

· District level

· State level

20 minutes
Presenter 2: Overview of State Data Profile
What do the data tell us?
30 minutes
Series of Webinar Polls

Moderator reviews responses to polls and asks participants to explain their answers in the chatbox, which will be saved for later reference.
15 minutes 
Next Steps

Discuss best ways to communicate moving forward
Discuss plans to receive continued feedback

Clarify how to be added to the electronic mailing list 
(Note: You may have e-mail addresses from the meeting registration.) 
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