BLT 5-Step Process Meeting Agenda and Minutes Template
	Facilitator:
	Timekeeper:

	Recorder: 

Topic/Implementation Indicator(s) Discussed:
	


Team Members Present & Role:
	1. 
	2. 
	3. 
	4. 

	5. 
	6. 
	7. 
	8. 

	9. 
	10. 
	11. 
	12. 

	13. 
	14. 
	15. 
	16. 


Today’s Agenda (Suggested Agenda Items: OIP Updates, TBT Reports, DLT Report/Feedback, 5-step Process, Team Building)     

	Step 1:  Collect and chart adult implementation and student performance data 

	Date & Time Step-1 was Discussed:

	Enter a synopsis of adult implementation indicator data with at least one area/TBT of strength and one area/TBT of needed support:


	Enter a synopsis of student performance indicator data which corresponds to the TBTs selected in the section to the left:
	Enter evidence from TBT minutes that identifies needed changes from the BLT that will support adult implementation indicators and/or student performance indicators:

	Items/Questions to spark discussion (Not all questions/items need to be discussed)
-Analysis is done

-Data provided prior to meeting

-Data is available from the BLT and/or building personnel
	Items/Questions to spark discussion (Not all questions/items need to be discussed)
-Analysis is done

-Data provided prior to meeting

-Data is available from all TBTs for all students and subgroups
	Items/Questions to spark discussion (Not all questions/items need to be discussed)
-What data have been collected by: TBTs?
-Data is available from the BLT and/or building personnel

	Step 2:  Analyze adult implementation and student performance relative to the data

	Date & Time Step-2 was Discussed:

	Enter the BLT conclusions of the analysis of adult implementation indicator data in Step 1:

	Enter the BLT conclusions of the analysis of student performance indicator data in Step 1:
	Enter BLT conclusions of the analysis of Step 1 data:

	Items/Questions to spark discussion (Not all questions/items need to be discussed)
-Determine overall adult performance strengths and areas of concern by grade levels, subject areas, etc. 

-What does the data tell you about the students’ learning within and across grade levels, subject areas?
-Are there patterns, trends and urgent needs?

-Identify points of possible replication, e.g., high performing grade/subject areas, strong performance in skill/content areas, etc. 
	Items/Questions to spark discussion (Not all questions/items need to be discussed)
-Determine overall student strengths and areas of concern by grade levels, subject areas, etc. 

-What does the data tell you about the adult performance within and across grade levels, subject areas?
-Are there patterns, trends, and urgent needs?

-Identify points of possible replication, e.g., high performing TBTs, effective instructional strategies, etc. 
	Items/Questions to spark discussion (Not all questions/items need to be discussed)
Develop feedback to TBTs relative to:

· Growth/areas of concern in student performance

· Growth/areas of concern in adult performance

· Grade-levels, subject areas that may be worthy of replication

· Specific professional development/support that the district or building will provide

· Expectations for improvement/changes

	Step 3: Review and/or refine the building focused action steps relative to the data and TBT needs

	Date & Time Step-3 was Discussed:

	Enter intervention steps for TBTs of needed support and/or modifications to actions steps as they pertain to adult implementation indicators:

	Enter intervention steps for students of TBTs of needed support and/or modifications to actions steps as they pertain to student performance indicators:


	Explain person(s) responsible for ensuring additional supports that will be given to TBTs:

	Items/Questions to spark discussion (Not all questions/items need to be discussed)
-Adult implementation indicator(s)/”look fors”

-What changes to the plan need to be made to ensure fidelity of implementation and desired results?
	Items/Questions to spark discussion (Not all questions/items need to be discussed)
-Student performance indicator(s)/assessments(s) used

-What changes to the plan need to be made to ensure fidelity of implementation and desired results?
	Items/Questions to spark discussion (Not all questions/items need to be discussed)
-What changes to the plan need to be made to ensure fidelity of implementation and desired results?

	Step 4: Establish building-wide implementation and monitoring actions/tasks for Step 3.

	Date & Time Step-4 was Discussed:

	Explain the monitoring practices for the intervention steps for TBTs of needed support and/or modifications to action steps as they pertain to adult implementation indicators as noted in Step 3:

	Explain the monitoring practices for the intervention steps for students of TBTs of needed support and/or modifications to action steps as they pertain to student performance indicators as noted in Step 3:
	Explain the evidence needed for person(s) responsible for ensuring additional supports for TBTs as noted in Step 3:

	Items/Questions to spark discussion (Not all questions/items need to be discussed)
-Develop or refine actions steps to implement/maintain/monitor professional learning based on building and TBT data and/or instructional needs – aligned to plan, job embedded and ongoing, differentiated based on student and adult data

-Determine how the BLT will execute the action steps/tasks

-Determine how and when feedback is provided to TBTs (see Step 2)

-What will administrators observe in the classrooms?  

-What does the DLT/CSLT need to change to ensure district-wide implementation?
	Items/Questions to spark discussion (Not all questions/items need to be discussed)
-Determine how the BLT will execute the action steps/tasks

-Determine how and when feedback is provided to TBTs (see Step 2)

-What will administrators observe in the classrooms?  

-What does the DLT/CSLT need to change to ensure district-wide implementation?
	Items/Questions to spark discussion (Not all questions/items need to be discussed)
-Determine how the BLT will execute the action steps/tasks

-Determine how and when feedback is provided to TBTs (see Step 2)

-What will administrators observe in the classrooms?  
-What does the DLT/CSLT need to change to ensure district-wide implementation?

	Step 5: Define adult and student data for review at next meeting

	Date & Time Step-5 was Discussed:

	Explain level of success of reviewed data and which adult implementation indicator will be discussed at the next BLT:

	Explain level of success of reviewed data and which student performance indicator will be discussed at the next BLT:
	Explain level of success of reviewed data and which TBT based topic will be discussed at the next BLT:

	Items/Questions to spark discussion (Not all questions/items need to be discussed)
-What does the post-data look like? What proved to be successful?
	Items/Questions to spark discussion (Not all questions/items need to be discussed)
-Includes pre data and post for all students and any subgroups
	Items/Questions to spark discussion (Not all questions/items need to be discussed)
-Best practices shared from TBTs that had high student results on post-test

-Data from TBTs provided on common form


	5-Step Process Review (To be completed at the conclusion of each 5-step process cycle)

	Date & Time Review was Discussed:

	Explain how the process improved the success of adult implementation indicators and student performance indicators in this box:



	Items/Questions to spark discussion (Not all questions/items need to be discussed)
-What was the level of implementation of the 5-Step Process  - full, partial, not at all?     -What did we learn - successes and obstacles?

-Reflections -What do we need as a result of this process… obtain PD, receive support, additional resources, etc.    -What was successful?      - What needs to be revised or changed?

	Explain the message that needs to be communicated to the BLT, DLT, and other TBTs in this box:



	Items/Questions to spark discussion (Not all questions/items need to be discussed)
-How will two-way communication be accomplished?         -What message(s) needs to be delivered?       -How will the message be delivered?   
-Who needs to receive the message(s) ..students, families, DLT/CSLT, building personnel, Board members, other stakeholders?

	Explain any next steps needed and assign a person to the step, share in this box:


	Items/Questions to spark discussion (Not all questions/items need to be discussed)

-What are the next steps to prepare for the next meeting?    -What needs to be done between now and the next meeting?

-Who is assigned to do it?
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