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Context & 
Roles 
 
 
 

Date & Time:  
Chair: 
Moderator: 
Live Notes: 
Apologies: 

 

 Agenda Item Lead Time 
Item 1  
Inclusion 
 

Welcome and Acknowledgement of Country 
School Motto: (Insert) 
SLT Team Purpose: (Insert) 
SLT Meeting Purpose: (Insert) 
Moderator, Ground Rules and Chatham House Rules 

Chair  2 mins 

Item 2 
Support  

Warm-Up (Check-In)* 
One word barometer & ice-breaker (set by Chair) (*teams larger than 6, split 
into smaller groups of 3-4)  

All 3 mins 

Item 3a 
Proactive 1 

Action Register Review – Exception Reporting (5mins max) 
Scroll through action register and note items completed, items with updates, 
and items no longer relevant (no additional discussion beyond updating at 
this point in the meeting)  
Live Notes:  

All 3/5 mins 

Item 3b 
Accountable 
1 

Team Member Updates (submit prior#) 
Review update on screen (30secs) followed by verbal exception report (1-2 
mins max per team member) (#extracts added into SLT Staff Newsletter)   
Live Notes:  

All 8/12 
mins 

Item 4 
Proactive 2 

Hot Issues – focus on day-to-day leadership and operational issues 
Part 1: Pair & Share Top 2-3 Issues – Write on Whiteboard (2min) and Vegas 
Vote (5 ticks per person) (2min) with Top 3 Topics Selected (2 Topics for 60) 
Part 2 Cycle: 1 min – Elaborate / 1 min – Clarify / 4 mins – Discuss / 1 min 
Takeaway Actions (4Cs) 
Live Notes: 

All  18/25 
mins 

Item 5 
Strategic 1 

Senior Leaders Briefing and Q&A 
Live Notes:  

Senior 
Leader 

8/10 
mins 

Item 6 
Strategic 2  

Focused Teamwork (1-3 items each meeting rotated in 4 week cycle)  
•!Action Plan Update: Part 1 (5 mins) – Live note updates on action plan; 

Part 2 (5 mins) – Discussion on selected goal 
•! Dashboard Review or Policy Update: Part 1 (5 mins) – Review and 

discuss; Part 2 (5 mins) – Note forward adjustments 
•! 10 Minute Team Booster: Complete 10 minute Team Booster based on 

Pulse Scorecard indicators 
•! Monthly Team Pulse Scorecard: Part 1 (8 mins) – Debrief Scorecard 

using 8 minute Protocol; Part 2 (2 mins) – Note takeaway actions   
•! Deep Dive* (*Advanced Module) (15 mins): Part 1 (5 mins) – 

Presentation (use template); Part 2 (7 mins) – Brainstorm; Part 3 (3 mins) 
– Takeaways  

Live Notes:  

All or 
nominated 
presenter/s 

15/30 
mins 

Item 7 
Accountable 
2 

Close (Check Out) Barometer and Takeaway Actions per person 
Moderator Feedback: Openness (score)   /5; Balanced Debate   /5; 
Competency   /5; Issues Focus   /5; Accountable Actions   /5 
Next Meeting Date/Time:  
Chair: 
Moderator:  
Live Notes: 
Item 6 Plan: 

Chair & 
Moderator 
(and All) 

3 mins 

!

Leadership Team Meeting Agenda 
(60/90mins) 

Ground Rules (Moderator using Red Card / Yellow Card as signal to Chair) 
1.! Openness & Trust – Chatham House Rule – Discussion ‘off record’ with ‘on the record’ documented in Live Notes.  
2.! Balanced Debate – Respecting both sides of the argument and allowing diversity of views.  
3.! Competency over Role – Respecting the ‘value’ of the person’s opinion regardless of their ‘status’. 
4.! Issues over Personalities – Staying ‘issues’ focused and not letting personalities overpower the agenda. 
5.! Accountable Actions & Clear Outcomes – Clear next steps and/or SMART actions recorded for each item.  
6.! Device Rule – Only if needed with Chair’s Permission – On Task & On Topic!  
End of Meeting Team Performance Ratings (1 – very low to 5 – very high) 
  

Leadership Team Meeting Agenda
(60 / 90mins)





Leader Update Tool



!
!

Context & 
Roles 
 
 
 
Pre-Work 

Date & Time:  
Chair: 
Moderator: 
Live Notes: 
Apologies: 
Complete Teacher Update Tool and Review / Update HPT Team Data Wall 

 

 Agenda Item Lead Time 
Item 1  
Inclusion 
 

Welcome and Acknowledgement of Country 
School Motto: (Insert) 
Team Purpose: (Insert) 
Meeting Purpose: (Insert) 
Moderator, Ground Rules and Chatham House Rules 

Chair  1 min 

Item 2 
Support 

Warm-Up (Check-In)* 
One word barometer & share 1 success and 1 challenge from Update Tool 
(*teams larger than 6, split into smaller groups of 3-4)  

All 2 mins 

Item 3 
Proactive 1 

School Leadership Team (SLT) Staff Newsletter: Review & Feedback  
Scroll through latest SLT staff newsletter confirming all have read. Live note 
any feedback for SLT (no further discussion at this time) 
Live Notes:  

All 2 min 

Item 4 
Proactive 2 

Hot Issues – focus on day-to-day operational issues 
Part 1: Pair & Share Top 2-3 Issues – Write on Whiteboard (2min) and Vegas 
Vote (5 ticks per person) (2min) with Top 3 Topics Selected 
Part 2 Cycle: 1 min – Elaborate / 1 min – Clarify / 4 mins – Discuss / 1 min 
Takeaway Actions (4Cs) 
Live Notes:  

All 25 mins 

Item 5 
Strategic 1 

Leader’s Update / Team Pulse Scorecard / Team Booster (Cycle) 
•!Leaders Update and Q&A; or 
•!Team Pulse Scorecard Discussion; or  
•!10 min Team Booster Activity  

Live Notes:  

All & Line 
Manager 

8-10 
mins 

Item 6 
Strategic 2  

Focused Teamwork (10 week cycle) – focused on professional growth and 
specific student support needs (^Instruction Recipe Cards in ‘HPT Teaching 
Team Meetings’ QuickStart Download) 
 

•! Case Management for Learning (CM)^ 
•! The Council Forum^ 
•! Moderation^ 

•!Data Discussions^ 
•!Reasonable Adjustments^  

 

Week 1 N/A – General Staff Meeting Week 6 – The Council Forum  

Week 2 – Data Discussion (select student for CM) Week 7 – Case Management 2 – Follow-Up  

Week 3 – Case management 1 – Focus Students Week 8 – Moderation I (eg. English) 

Week 4 – Reasonable Adjustments  Week 9 – Moderation II (eg. Maths) 

Week 5 N/A – General Staff Meeting Week 10 N/A – General Staff Mtg / Parent Mtgs 

Live Notes:  

All or 
nominated 
presenter/s 

25-30 
mins 

Item 7 
Accountable 

Close (Check Out) Barometer and Takeaway Actions per person 
Moderator Feedback: Openness (score)   /5; Balanced Debate   /5; 
Competency   /5; Issues Focus   /5; Accountable Actions   /5 
Next Meeting Date/Time:  
Chair: 
Moderator:  
Live Notes: 

Chair & 
Moderator 
(and All) 

3 mins 

!

Teaching Team Meeting Agenda 
(60mins) 

Ground Rules (Moderator using Red Card / Yellow Card as signal to Chair) 
1.! Openness & Trust – Chatham House Rule – Discussion ‘off record’ with ‘on the record’ documented in Live Notes.  
2.! Balanced Debate – Respecting both sides of the argument and allowing diversity of views.  
3.! Competency over Role – Respecting the ‘value’ of the person’s opinion regardless of their ‘status’. 
4.! Issues over Personalities – Staying ‘issues’ focused and not letting personalities overpower the agenda. 
5.! Accountable Actions & Clear Outcomes – Clear next steps and/or SMART actions recorded for each item.  
6.! Device Rule – Only if needed with Chair’s Permission – On Task & On Topic!  
End of Meeting Team Performance Ratings (1 – very low to 5 – very high) 
  

EXAMPLE 

Teaching Team Meeting Agenda
(60mins)



Personal Update Tool
Teacher Update Tool



!
!
!

Context & 
Roles 
 

Date & Time:  
Location: 
Attendees: 
Apologies: 
Chair & Moderator: 
Live Notes: 

 

 

 Agenda Item Lead Time 
Item 1  
Inclusion 
 

Welcome and Acknowledgement of Country 
Organisation Mission / Motto: (Insert) 
Team Purpose: (Insert) 
Team Meeting Purpose: (Insert) 
Moderator, Ground Rules and Chatham House Rules 

Chair  1 min 

Item 2 
Support 

Warm-Up (Check-In)* 
One word barometer & Ice-breaker (set by Chair) (*teams larger than 6, split 
into smaller groups of 3-4)  

All 3 mins 

Item 3 
Accountable 
1 

Team Member Updates 
Week prior and week ahead exception reporting (1-2 mins max per person) 
Live Notes:  

All 8 mins 

Item 4 
Proactive  

Hot Issues 
Part 1: Pair & Share Top 2-3 Issues – Write on Whiteboard (2min) and Vegas 
Vote (5 ticks per person) (2min) with Top 3 Topics Selected 
Part 2 Cycle: 1 min – Elaborate / 1 min – Clarify / 4 mins – Discuss / 1 min 
Takeaway Actions (4Cs) 
Live Notes:  

All 25 mins 

Item 5 
Strategic 1 

Senior Leaders Briefing and Q&A 
Consolidation of key forward actions 
Live Notes:  

Senior 
Leader 

10 mins 

Item 6 
Strategic 2 

Focused Teamwork* (*items in a 4 week cycle) 
•!Action Plan Update: Part 1 (5 mins) – Live note updates on action plan; 

Part 2 (5 mins) – Discussion on selected goal 
•! Dashboard Review or Policy Update: Part 1 (5 mins) – Review and 

discuss; Part 2 (5 mins) – Note forward adjustments 
•! 10 Minute Team Booster: Complete 10 minute Team Booster based on 

Pulse Scorecard indicators 
•! Monthly Team Pulse Scorecard: Part 1 (8 mins) – Debrief Scorecard 

using 8 minute Protocol; Part 2 (2 mins) – Note takeaway actions   
Live Notes: 

Nominated 
Presenter/s 

10 mins 

Item 7 
Accountable 
2 

Close (Barometer and Takeaway Actions per person) 
Moderator Feedback: Openness (score)   /5; Balanced Debate   /5; 
Competency   /5; Issues Focus   /5; Accountable Actions   /5 
Next Meeting Date/Time:  
Chair: 
Moderator:  
Live Notes: 
Item 6 Plan: 

Chair & 
Moderator 
(and All) 

3 mins 

!

HPT GENERAL Meeting Agenda 
(60mins) 

Ground Rules (Moderator using Red Card / Yellow Card as signal to Chair) 
1.! Openness & Trust – Chatham House Rule – Discussion ‘off record’ with ‘on the record’ documented in Live Notes.  
2.! Balanced Debate – Respecting both sides of the argument and allowing diversity of views.  
3.! Competency over Role – Respecting the ‘value’ of the person’s opinion regardless of their ‘status’. 
4.! Issues over Personalities – Staying ‘issues’ focused and not letting personalities overpower the agenda. 
5.! Accountable Actions & Clear Outcomes – Clear next steps and/or SMART actions recorded for each item.  
6.! Device Rule – Only if needed with Chair’s Permission – On Task & On Topic!  
End of Meeting Team Performance Ratings (1 – very low to 5 – very high) 
  

HPT GENERAL Meeting Agenda
(60mins)



!
!!

Nam
e:  

Date & Tim
e: 

Location: 

 

  
Agenda Item

 
Lead 

Tim
e 

Item
 1  

Inclusion 
W

elcom
e & W

arm
 Up 

•!Review O
rganisation & Team

 Purpose Statem
ent 

•!O
ne word barom

eter and icebreaker (Level 2/3) 

Line M
anager 

& Staff 
M

em
ber  

2 m
ins 

Item
 2 

Support 
Update Tool Review

* 
•!Stepwise review of Update Tool since last m

eeting noting Success, 
Challenges & Hot Issues 

*W
here possible em

ail com
pleted ‘Update Tool’ to Line M

anager 24 hours 
prior  
Live Notes:  

Led by Staff 
M

em
ber 

5 m
ins 

Item
 3 

Proactive 
Hot Issues  
•!Step 1: Identify key issues raised in Update Tool and solicit for any 

final item
s (Hot Issues selected by Staff M

em
ber) 

•!Step 2: Top 2 issues discussed in 4 m
inute cycles (1m

in 
explain/clarify / 3m

in discuss / 1m
in takeaway) 

Live Notes:  

Led by Staff 
M

em
ber  

10 m
ins 

Item
 4 

Strategic 1 
HPT Team

 Data W
all Review

 & Dashboard Discussion 
•!Review progress using Team

 Data W
all and discuss current 

Dashboard Data – Celebrate successes and troubleshoot challenges 
Live Notes:  

Led by Line 
M

anager 
5 m

ins 

Item
 5 

Strategic 2 
Focus Area Discussion  
•!Line M

anager led discussion on a selected area of focus 
Live Notes:  

Led by Line 
M

anager 
8 m

ins 

Item
 6 

Accountable 
1 

Key Forw
ard Actions 

•!Consolidation of key forward actions 
Live Notes:  

Led by Staff 
M

em
ber 

4 m
ins 

Item
 7 

Accountable 
2 

Close (Barom
eter, Satisfaction Score (1-10) & Sum

m
ary of Takeaway 

Actions) 
Next M

eeting Date/Tim
e:  

Live Notes Distribution:  
Staff M

em
ber: Y/N             Line M

anager: Y/N 

Line M
anager 

& Staff 
M

em
ber 

1 m
in 

!

1:1 (O
ne-on-O

ne) M
eeting Agenda 

(35m
ins) 

G
round Rules (Red Card / Yellow Card) 

1.!
O

penness & Trust – Chatham
 House Rule – Discussion ‘off record’ with ‘on the record’ docum

ented in Live Notes.  
2.!

Balanced Debate – Respecting both sides of the argum
ent and allowing diversity of views.  

3.!
Com

petency over Role – Respecting the ‘value’ of the person’s opinion regardless of their ‘status’. 
4.!

Issues over Personalities – Staying ‘issues’ focused and not letting personalities overpower the agenda. 
5.!

Accountable Actions & Clear O
utcom

es – Clear next steps and/or SM
ART actions recorded for each item

.  
6.!

Device Rule – O
nly if needed with Chair’s Perm

ission – O
n Task & O

n Topic!  

!
!!

Context & 
Roles 
 

Date & Tim
e:  

Location: 
Chair: 
M

oderator: 
Attendees: 
Apologies: 
Live Notes: 

 

 

 
Agenda Item

 
Lead 

Tim
e 

Item
 1  

Inclusion 
 

W
elcom

e and Acknow
ledgem

ent of Country 
School M

otto: (Insert) 
G

roup / Com
m

ittee Purpose: (Insert) 
M

eeting Purpose: (Insert) 
M

oderator, G
round Rules and Chatham

 House Rules 

Chair  
1 m

in 

Item
 2 

Support 
W

arm
-Up 

O
ne word barom

eter & Ice-breaker (set up Chair) or success/challenge 
(*team

s larger than 6, split into sm
aller groups of 3-4)  

All 
3 m

ins 

Item
 3 

Proactive 
Im

provem
ent G

roup Chair Briefing  
Updates on progress of tasks to date and any new inform

ation from
 

Principal 
Live Notes:  

Chair  
2 m

ins 

Item
 4 

Strategic 
Im

provem
ent G

roup Action Plan 
W

ork on specific tasks aligned with school im
provem

ent agenda and/or 
action plan  
Live Notes:  

All 
20 m

ins 

Item
 5 

Accountable 
1 

Key Forw
ard Actions  

Consolidation of key forward actions 
Live Notes:  

All 
2 m

ins 

Item
 6 

Accountable 
2  

Close (Check O
ut) Barom

eter and Takeaway Actions per person 
M

oderator Feedback: O
penness (score)   /5; Balanced Debate   /5; 

Com
petency   /5; Issues Focus   /5; Accountable Actions   /5 

Next M
eeting Date/Tim

e:  
Chair: 
M

oderator:  
Live Notes: 

Chair & 
M

oderator 
(and All) 

2 m
ins 

!

Im
provem

ent G
roup / Com

m
ittee 

M
eeting Agenda  (30m

ins) 

G
round Rules (M

oderator using Red Card / Yellow Card as signal to Chair) 
1.!

O
penness & Trust – Chatham

 House Rule – Discussion ‘off record’ with ‘on the record’ docum
ented in Live Notes.  

2.!
Balanced Debate – Respecting both sides of the argum

ent and allowing diversity of views.  
3.!

Com
petency over Role – Respecting the ‘value’ of the person’s opinion regardless of their ‘status’. 

4.!
Issues over Personalities – Staying ‘issues’ focused and not letting personalities overpower the agenda. 

5.!
Accountable Actions & Clear O

utcom
es – Clear next steps and/or SM

ART actions recorded for each item
.  

6.!
Device Rule – O

nly if needed with Chair’s Perm
ission – O

n Task & O
n Topic!  

End of M
eeting Team

 Perform
ance Ratings (1 – very low to 5 – very high) 

  



!
!

C
ontext &

 
R

oles 
 

D
ate &

 Tim
e:  

Location: 
A

ttendees: 
A

pologies: 
C

hair &
 M

oderator: 
Secretariat: 

 

 

 
A

genda Item
 

Lead 
A

ction 
Tim

e 
Item

 1  
Inclusion &

 
Support 
 

W
elcom

e, A
pologies and A

cknow
ledgem

ent of C
ountry 

P&
C

 Purpose Statem
ent: (Insert) 

M
oderator, G

round R
ules and C

hatham
 H

ouse R
ules 

R
ound room

 O
ne W

ord B
arom

eter and Ice B
reaker 

C
hair  

N
oting 

5 m
ins 

Item
 2 

Proactive 1 
C

onfirm
ation of M

inutes from
 Previous M

eeting 
C

hair 
Approval & 
N

oting 
1 m

in 

Item
 3 

A
ccountable 

1 

Follow
 up of A

ctions from
 Previous M

inutes  
Live N

otes: 
C

hair 
N

oting & 
Exception 
R

eporting 

4 m
ins 

Item
 4 

A
ccountable 

2  

U
pdates (3m

in updates per item
 – use H

ot Issues &
 

A
ctions Plan item

s for longer discussions) 
•!C

orrespondence received since the previous general 
m

eeting 
•!Table of Executive C

om
m

ittee’s decisions (if any) 
•!Treasurer’s report and financial statem

ent  
•!Subcom

m
ittee’s reports and financial statem

ent 
•!U

niform
 shop/fundraising 

Live N
otes: 

All 
Exception 
R

eporting 
20 m

ins 

Item
 5 

Proactive 2 
 

H
ot Issues 

Part 1: Pair & Share Top 2-3 Issues – W
rite on W

hiteboard 
(2m

in) and Vegas Vote (5 ticks per person) (2m
in) w

ith Top 3 
Topics Selected 
Part 2 C

ycle: 1 m
in – Elaborate / 1 m

in – C
larify / 4 m

ins – 
D

iscuss / 1 m
in Takeaw

ay Actions (4C
s) 

Live N
otes: 

All 
D

iscuss & 
D

ecision 
30 m

ins 

Item
 6 

Strategic 1 
Principal &

 President U
pdates and Q

&
A

 
5 m

in briefing and 5 m
in questions 

Live N
otes:  

Principal & 
President  

Present & 
D

iscuss 
10 m

ins 

Item
 7 

Strategic 2 
P&

C
 A

ction Plan – 12 M
onth Strategy &

 N
ext Steps 

D
iscussion 

Live N
otes:  

All 
Present & 
D

iscuss 
5 m

ins 

Item
 8  

A
ccountable 

3 

C
ulture and C

om
m

unication/C
om

m
unique 

D
raft C

om
m

unique prepared:  
•!M

essage from
 President  

•!Action Plan U
pdate 

•!P&C
 G

eneral U
pdates  

•!H
ot Issues  

(5 m
ins to w

rite and 5 m
ins to collate and endorse) 

Live N
otes: 

All 
D

iscuss & 
Endorse 

10 m
ins 

Item
 9 

A
ccountable 

4  

C
lose (B

arom
eter and Takeaw

ay A
ctions per person) 

M
oderator Feedback: O

penness (score)   /5; Balanced 
D

ebate   /5; C
om

petency   /5; Issues Focus   /5; Accountable 
Actions   /5 
N

ext M
eeting D

ate/Tim
e:  

C
hair: 

M
oderator:  

M
oderator 

& All 
N

oting 
5 m

ins 

!

Parents &
 C

itizens G
eneral M

eeting 
(90m

ins) 

G
round R

ules (M
oderator using R

ed C
ard / Yellow

 C
ard as signal to C

hair) 
1.!

O
penness &

 Trust – C
hatham

 H
ouse R

ule – D
iscussion ‘off record’ w

ith ‘on the record’ docum
ented in Live N

otes.  
2.!

B
alanced D

ebate – R
especting both sides of the argum

ent and allow
ing diversity of view

s.  
3.!

C
om

petency over R
ole – R

especting the ‘value’ of the person’s opinion regardless of their ‘status’. 
4.!

Issues over Personalities – Staying ‘issues’ focused and not letting personalities overpow
er the agenda. 

5.!
A

ccountable A
ctions &

 C
lear O

utcom
es – C

lear next steps and/or SM
AR

T actions recorded for each item
.  

6.!
D

evice R
ule – O

nly if needed w
ith C

hair’s Perm
ission – O

n Task & O
n Topic!  

End of M
eeting Team

 Perform
ance R

atings (1 – very low
 to 5 – very high) 

  

!
!

Context & 
Roles 
   Pre-W

ork 

Date & Tim
e:  

Chair: 
M

oderator: 
Live Notes: 
Apologies: 
All team

 m
em

bers com
plete Leadership Update Tool and review HPT Team

 Data W
all  

 

 
Agenda Item

 
Lead 

Tim
e 

Item
 1  

Inclusion 
 

W
elcom

e and Acknow
ledgem

ent of Country 
O

rganisational M
ission / M

otto: (Insert) 
Team

 Purpose: (Insert) 
M

eeting Purpose: (Insert) 
M

oderator, G
round Rules and Chatham

 House Rules 

Chair  
1 m

in 

Item
 2 

Support 
W

arm
-Up (Check-In) 

O
ne word barom

eter & share 1 success and 1 challenge from
 Update Tool  

All 
2 m

ins 

Item
 3a 

Proactive 1 
Actions from

 Last M
eeting Review

 – Exception Reporting  
Scroll through ‘live notes’ from

 last m
eeting on screen providing any quick 

updates on actions not com
pleted 

Live Notes (exceptions only):  

All 
2 m

ins 

Item
 3b 

Accountable 
1 

Team
 M

em
ber Updates  

Sum
m

ary of Update Tool: Stepwise review of Leadership Update Tool noting 
Key G

oals, Successes, Challenges and Hot Issues (3m
ins each) 

Live Notes:  

All 
12 m

ins 

Item
 4 

Proactive 2 
Hot Issues  
Part 1: Chair to suggest Top 3 Issues based on Team

 M
em

ber Updates – 
Confirm

 with group and prioritise (2m
in)  

Part 2 Cycle: 1 m
in – Elaborate / 1 m

in – Clarify / 4 m
ins – Discuss / 1 m

in 
Takeaway Actions (4Cs) 
Live Notes: 

All  
23 m

ins 

Item
 5 

Strategic 1 
Senior Leaders Briefing and Q

&A 
Live Notes:  

Senior 
Leader 

8 m
ins 

Item
 6 

Strategic 2  
Focused Team

w
ork* (*item

s in a 4 week cycle) 
•!Action Plan Update: Part 1 (5 m

ins) – Live note updates on action plan; 
Part 2 (5 m

ins) – Discussion on selected goal 
•!Dashboard Review

 or Policy Update: Part 1 (5 m
ins) – Review and 

discuss; Part 2 (5 m
ins) – Note forward adjustm

ents 
•!10 M

inute Team
 Booster: Com

plete 10 m
inute Team

 Booster based on 
Pulse Scorecard indicators 

•!M
onthly Team

 Pulse Scorecard: Part 1 (8 m
ins) – Debrief Scorecard 

using 8 m
inute Protocol; Part 2 (2 m

ins) – Note takeaway actions   
Live Notes: 

Nom
inated 

Presenter/s 
10 m

ins 

Item
 7 

Accountable 
2 

Close (Check O
ut) Barom

eter and Takeaway Actions per person 
M

oderator Feedback: O
penness (score)   /5; Balanced Debate   /5; 

Com
petency   /5; Issues Focus   /5; Accountable Actions   /5 

Next M
eeting Date/Tim

e:  
Chair: 
M

oderator:  
Live Notes: 
Item

 6 Plan: 

Chair & 
M

oderator 
(and All) 

2 m
ins 

!

Virtual* Team
 M

eeting Agenda  
(60m

ins *or Team
s <4) 

G
round Rules (M

oderator using Red Card / Yellow Card as signal to Chair) 
1.!

O
penness & Trust – Chatham

 House Rule – Discussion ‘off record’ with ‘on the record’ docum
ented in Live Notes.  

2.!
Balanced Debate – Respecting both sides of the argum

ent and allowing diversity of views.  
3.!

Com
petency over Role – Respecting the ‘value’ of the person’s opinion regardless of their ‘status’. 

4.!
Issues over Personalities – Staying ‘issues’ focused and not letting personalities overpower the agenda. 

5.!
Accountable Actions & Clear O

utcom
es – Clear next steps and/or SM

ART actions recorded for each item
.  

6.!
Device Rule – O

nly if needed with Chair’s Perm
ission – O

n Task & O
n Topic!  

End of M
eeting Team

 Perform
ance Ratings (1 – very low to 5 – very high) 

  



Staff  Communication: 
BAU Operational Protocols
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