
Team Type

Recommended Meeting Cycle Meeting Toolkit Communication Cycle

Weekly Fortnightly Monthly Quarterly Other
HPT 

Agenda
Template**

HPT
Update
Tool**

Live Notes / Minutes Updates: Newsletters/Communiques

Team Team &
Leadership

Team &
Leadership

Team,
Leadership 

& Peers
Whole
School

Leadership 
Team (Small -
max 6) 60min 1 day

^

Leadership 
Team (Large -
min 7+) 90min 1 day

^

Cohort/PLT 60min* - 1 day

Faculty 60min* - 1 day

Operational 60min

General Staff 60min*

Improvement
Groups 
(Working
Parties)#

Project
specific 

P&C 90min

Table 1. Recommended Frequency of Meetings x Team 
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School Wide Meeting Cycle & Agendas
The Golden Thread Analysis
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Advanced Activity 2A
School Leadership Team Meeting - Agenda

SLT - Weekly Team Meeting (60/90)

Action Plan Update
(7min): Scroll through 
action plan live noting 
updates. P2 (8min) 
90 day sprint on 
selected goal.

Dashboard Review
(3min): Review monthly 
dashboard data (elbow partners). 
P2 (5min) Round room pairs 
feedback on trends/ anomalies. 
P3 (7min) key focus area 
discussion and SMART actions.

Deep Dive
(7min) Presentation (use 
template). P2 (7min) 
Discussion / brainstorm 
(whiteboard). P3 (1min) 
Presenter takeaway actions 
from discussion.

Items
Led by
Sponsor

Item 6
Strategic 2
Items in Cycle



School Logo 
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!"#$% Sue Smith &"'$% 17 October ()$*+,-.*/"-,#$'$-%*Rushed

Leadership Update Tool
Short Form  

!"#$"%&'()*+,--"&&"&*#.$*/'#00".1"&2

3"&-%()4(5. 67)#-4 8-4(5.

!"##$%%$%

&'%()
*$$+

All cohorts using reading 
program

Key deliverable Showcase in staff meeting

Protocols agreed to by staff Consistency Update data wall

,$-()
*$$+

All cohorts doing Team 
Profile

Increased 
sharing

Showcase in staff meeting

School Art Show Parent contact Check in with coordinator

./'00$12$%

&'%()
*$$+

Behaviour & PBL non-
compliance

Teacher stress Confirm protocols on data 
wall

Staff sickness and workload Long hours Thanks & wellbeing 
reminder

,$-()
*$$+

Workload, attendance, 
behaviour

Reduced 
facetime

Put on data wall, update 
staff

ARD School review visit Increased stress Organise docs and prepare

954*6&&,"&*!"#$%&'#(')*+,-#,)*+'./*)/0&123'4'#3/0*-2#(*.'2&&%/&5

3"&-%(:"*4'"*6&&," 3"&-%(:"*67)#-4*;*<(&= 8-4(5.*;*+50,4(5.*
Staff wellbeing and workload Increased sick leave, long hours, 

personality clashes
Managing curriculum changes Poor assessment results if 

curriculum not aligned
Conflict between middle leaders Teacher receiving mixed messages 

and increased stress

>.*?%#-= >@@*?%#-=
Family time Sleep

Running Screen time

Painting Snacking

A5%=;!(@"*B*A"00:"(.12

C%(5%(4D*<"0#4(5.&'()&*!"#$%&'#(')*+,-.#(&/.0&'1.-/'2*3'&-,44',(5'&-,2*/#+5*)&6

E#7" /%(4(-#0*6&&," F5%G#%$*+4%#4"1D

PBL team Schoolwide rollout delays Co-attend all PBL meetings

Student leaders Confirm presentation for assembly Meet with student leaders

Deputy Principal Finalise development plan Schedule for end of week, pre-work

34'0)56)100% consistency with PBL

34'0)76)100% green data on staff Pulse

9C?*+4%#4"1D2 !"#
$%&'(

!))#
$%&'(

!"#$%&#'#%(#)) !

!"#$%*+',-,'.%/.+)" !

!"#$%01)2" !

+4%"4-'*H5#0&*6.*F5-,&2

HPT Update Tool

Successes and Challenges:
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Analysis: Best Practice Meeting Agendas - General Staff / Operations
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