AIP Team Meeting #2 Agenda Template


Date:
Time: 
Location:
Attendees:
Time Needed:  4–8 hours

Meeting Outcomes:

· Agree upon solutions to close gap between current and ideal process

· Develop new flowchart for proposed process

· Develop Implementation Plan (including timeline)

· Review recommendations with sponsor for approval

Materials to send ahead to members:

· Analysis of recommendations

	Time
	Agenda

	
	· Summary of where we are

	
	· Finalize recommendations

	
	· Agree upon final solutions/recommendations

	
	· Integrate recommendations into a new flowchart

	
	· BREAK



	
	· Develop Implementation Plan (including timeline)

	
	· Prepare for sponsor presentation

	
	· Present to sponsor for approval

	
	· Decide next steps for implementation



Note: From the Office of Quality Improvement, University of Wisconsin—Madison. Adapted with permission.








The Handbook for SMART School Teams

Copyright © 2002 National Educational Service

