New Boston Local: TBT 5-Step Process Meeting Agenda and Minutes 

Date
Time
Site

	Department/Grade level: 
	Department/ Grade level Chairperson/Facilitator:

	Recorder:
	Timekeeper:


Team Members Present:

	1. 
	2. 
	3. 
	4. 

	5. 
	6. 
	7. 
	8. 


	Step 1:  Collect and chart data to identify how students are performing/progressing 
	

	What data has been collected by the TBT?
	

	Step 2:  Analyze student work specific to the data
	

	What does the data tell you about the students’ learning?
	

	Step 3: Establish shared expectations for implementing specific effective changes in the classroom
	

	What instructional strategies will be employed in the classroom to address individual student needs?
	

	Step 4: Implement changes consistently across all classrooms
	

	What will be observed in the classrooms?  What will the teacher be doing? What will the students be doing?
	

	Step 5: Collect, chart and analyze pre/post data
	

	What does the post-data look like? What instructional practices proved to be successful?
	


	 Meeting Evaluation
	

	What was successful? What needs to be revised or changed?
	

	Communicate
	

	How will two-way communication be accomplished?
	

	Assignments/Next Steps
	

	What are the next steps to prepare for the next meeting?
	


	Parking Lot (What other issues need to be addressed at another date?)

· 


The Ohio Improvement Process (OIP) Resources were co-developed by the Ohio Department of Education, State-Level Design Team and the Great Lakes East Comprehensive Center, funded by the U.S. Department of Education and administered by Learning Point Associates, an affiliate of American Institutes for Research.  Co-development of some resources was also supported through a U.S. Department of Education, Office of Special Education Program grant #H323A070014-11.  The content does not necessarily reflect the position or policy of the U.S Department of Education, nor does mention or visual representation of trade names, commercial products, or organizations imply endorsement by the federal government.  The content does reflect the position and policies of the Ohio Department of Education, and the Department endorses specific processes, procedures and programs mentioned.
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