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Sample Agenda
	
	Topic
	Leader

	6 p.m. – 6:10 p.m.
	Welcome and Introductions
	Program Director

	6:10 p.m. – 6:20 p.m.
	Purpose/Focus of Meeting
· Review relevant data
· Plan for year-long alignment with the school day
	Program Director

	6:20 p.m. – 6:30 p.m.
	Meeting Objective
· Build team cohesiveness
· Review program data from last year
· Plan a timeline for establishing and reviewing alignment with the school day
· Write SMART goals
	Program Director

	6:30 p.m. – 6:45 p.m.
	Icebreaker or Team Building Activity
	Lead Teacher

	6:45 p.m. – 7:15 p.m.
	Establish Meeting Format
· Determine processes for
· Decision making
· How to share task updates and deliver documents
	Program Director

	7:15 p.m. – 7:45 p.m.
	Review School and Student Data
	Principal

	7:45 p.m. – 8:15 p.m.
	Write SMART Goals
	Program Director

	8:45 p.m. – 8:55 p.m.
	· Review Program Timeline 
· Assign Tasks
	Program Director

	8:55 p.m. – 9:00 p.m.
	Feedback, Wrap Up, and Schedule Next Meeting
	All participants
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