
Virtual Team Meeting 
Quickstart

Epilogue

“Don't wish it was easier wish you 
were better. Don't wish for less 

problems wish for more skills. Don't 
wish for less challenge wish for more 

wisdom.” - Jim Rohn

NOTE: Writable Versions of Update Tool and Agenda are at:
https://www.hptschools.com/hpt-worksheets-download

https://www.hptschools.com/hpt-worksheets-download


 

HPT Virtual Team Meeting Agenda (60) 

 
 
  

Context & 
Roles 

Team Name: 
Date & Time:  
Attendees: 
Chair:                      
Moderator:                   
Live Notes:  
PRE MEETING: All team members complete update tool & review team data wall 

Completed 
Prior to Start 

NA 

Item 1 
Inclusion 1 

Welcome 
• Organisational Mission:  
• Team Purpose:  
• Meeting Purpose:  
• Moderator Overview and Ground Rules (Chatham House etc.) 
   

Chair 1 min 

Item 2 
Support 1 

Warm-Up (Check In)* 
One-word barometer & Ice-breaker set by Chair (round room) (no live notes) 

All 2 mins 

 
Item 3 
Proactive 1 
 
 

Actions From Last Meeting Review – Exception Reporting (scroll through ‘live notes’ 
from last meeting on screen providing any quick updates on actions not completed) 
Live Notes: 

 

Led by Chair 2 mins 
 
 
 

Item 4 
Accountable 
1 
 

Team Member Updates 
Summary (exception report) from Update Tool Stepwise review of Leadership Update 

Tool noting Key Goals, Successes, Challenges & Hot Issues  
Live Notes: 
 

All 3min each 
15 min 
total 

Item 5 
Proactive 2 

Hot Issues 
• Chair Suggest Top 3 Issues  Based on Updates – Confirm With Group & Prioritise  (2 

mins) 
• 3 Cycles of: 1 min elaborate / 1 min clarify / 3 mins discuss / 1 min takeaway action  

Live Notes:  
 

All 20 mins 

Item 6 
Strategic 1 

Senior Leaders Briefing and Q & A 
Live Notes: 

Snr Ldr 8 mins 

Item 7 
Strategic 2 

Cycle: Strategy Discussion/ Dashboard Review/ Team Pulse/ PD Quick share 
Live Notes: 

All 10 mins 

Item 8 
Accountable 
2 

Close (Check Out) (All - barometer, Takeaway Actions, & Satisfaction Score (1-10) 
Moderator Feedback: 
Next Meeting Date/Time:   
Chair:   
Moderator:  
Live Notes: 
Item 7 Plan:  

All  
 
Chair & 
Moderator 

2 mins 

Ground Rules (Red Card/ Yellow Card) 
1. Openness & Trust- Chatham House Rule  - Discussions ‘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 -Being constructive in feedback and offering a solution focused 
6. Devices Rule:  On Task On Topic!  



Update Tool
Short Form



Name: ______________Date: ____________ One Word Barometer: __________________

Leadership Update Tool
Short  Form  

Leadership Successes and Challenges:

Description Impact Action

Successes

Last 
Week/s

Next 
Week/s

Challenges

Last 
Week/s

Next 
Week/s

Hot Issues (Focus on day-to-day leadership & operational issues)

Describe the Issue Describe Impact / Risk Action / Solution 

On Track Off Track

Work/Life & Wellbeing:

Priority Relationships (Focus on relationships with key staff and stakeholders)

Name Critical Issue Forward Strategy

Stretch Goals In Focus: 1.  ________________________2._________________________

Deep Dive Issues Register (Focus on longer term strategic issues)

Update Tool
Short Form



Deep Dive Preparation Worksheet EXAMPLE 
 

Presenter:         Coach:       

 
Possible Solutions/ Answers to Strategic 

Question 
Related Risks to Each Possible 

Solutions 
•� Increase the funding for student 

training on QCS tasks 
•� Begin preparation and readiness 

activities for QCS in earlier years of 
high school  

•� Increase training of teachers on QCS 
assessment tasks 

•� Benchmark scale of problem and 
sharing ideas with other schools 

•� Limited funds and other priorities 
affected  

•� Already full timetable and 
curriculum – disrupt other 
important processes  

•� Other schools may be worse off 
than us – no new ideas - wasted 
time & effort 

 
Restate the Strategic Question: How do we as the SLT improve 

consistency so we can guarantee that every year 12 student who gets an 
‘A’ in our school also gets an ‘A’ in an independent QCS assessment? 

The Issue in Focus: 
 
 
 
The 5% Strategic 
Question: 
 

 

Example: Decreasing the inconsistency between QCS & 
School Based Assessment Data  
Non-example: improving student achievement in school  
 

Example: How do we as the school leadership team 
improve consistency so we can guarantee that every year 
12 student who gets an ‘A’ in our school also gets an ‘A’ in 
an independent QCS assessments? 
 

Non-example: How do we increase the number of 
students getting a high OP score at the end of Year 12? 
 

Link to Wider 
Purpose/ Scope 
 

SLT responsible for ‘every student succeeding’ and 
providing a quality teaching and learning environment. 

The Data & Analysis That Supports the 
Backstory (Left Brain) 

The Backstory of Issue & Key 
Impacts/ Emotions (Right Brain) 

Last year 15% of students in Year 12 got 
A’s in school assessments but only 5% got 
A’s in independent QCS assessments 
resulting in lower opportunities for 
tertiary studies.  

Students and parents are frustrated 
and confused when they are getting 
A’s in school and then lower marks in 
external assessments and missing out 
on uni placements despite achieving 
the highest standards in our school – 
this also diminishes our reputation as 
a school in supporting high achievers. 

11� Moderator 
Scorecard�

  Team Dynamics Scorecard�
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HPT Handouts - KPI 2


