




Teaching Team Meeting Agenda (60)



Key Meeting Items Unpacked I

The Live Notetaker: High Performance Teams don’t record
verbatim minutes per se but rather keep a ‘real-time’ general
bullet point summary of the discussions visible on a screen as the
meeting progresses. The Live Notetaker‘s job is to make sure that
this general bullet point summary of key points is displayed on a
large screen in real-time as the meeting progresses (unless
stated as ‘off the record’) while also documenting SMART Actions
and next steps at the end of relevant items.
The Live Notetaker is also an active participant throughout the
meeting (as are the Chair and Moderator) and is vocal about
clarifying anything that they are uncertain about, with the meeting
paused when needed to ensure they are keeping up with
discussions. The Live Notetaker is also responsible for emailing
out the live notes to all team members and any other key
recipients immediately after the meeting is closed.

Meeting Roles: Chair, Moderator & Live Notetaker
There are three key roles in a HPT Teaching Team Meeting: Chair, Moderator and Live Notetaker.
Once everyone in the team has completed training, these roles are rotated evenly across the team
over each term/semester.

The Chair: The meeting ‘Chair’ runs the meeting according to the items set down in the agenda,
follows the general timings (and decides whether or not to extend particular items by 1-2 mins if
needed), and ensures the ‘content’ of the meeting is covered adequately. The Chair has final say
on all matter of timing and is required to start and finish the meeting on time unless there is
consent from all members to vary this. Listed below are a few Pro Tips for great Chairing:
! Using elbow partners to quickly prime for longer discussions;
! Proactively seeking round the room feedback;
! Managing time and quality openly with the Moderator (and group);
! Ensuring there are SMART Actions and outcomes at the end of each item; and
! Using effective paraphrasing and summarising when needed to keep the group focused.

Chair & Moderator: Batman & Robin
The Chair & Moderator work together as a team to maximise
the performance of the meeting akin to Batman & Robin
where the Chair (aka Batman) leads the meeting with support
from the Moderator (aka Robin).

The Moderator: The meeting ‘Moderator’ supports the Chair in
managing (1) the time of each item and (2) the overall meeting
time using a timer, alarm and notepad to keep track of the overall
time. The Moderator also uses red/yellow moderator cards to
signal to the Chair when any meeting ground rules may be broken
or interpersonal dynamics become problematic. At the end of the
meeting the Moderator completes a Team Dynamics Scorecard
(see template in this toolkit) and provides feedback to the group
to encourage continuous improvement.



Key Meeting Items Unpacked II

Part 1 – Identifying The Hot Issues
In order to make efficient use of time and to focus on
issues truly relevant to the wider team (as opposed to
those issues raised by staff with the loudest voices)
follow the following Hot Issues process:
! Staff complete a quick pair and share of Hot Issues

topics then write 2-3 issues (per pair) on the
whiteboard (2 mins);

! Each person votes for the topics they wish to focus
on by placing 5 x ticks on the whiteboard (Vegas
Vote). The 5 votes can be spread across multiple
issues or all 5 votes can be assigned to one issue –
democracy at its finest! (see below) (1 min).

Hot Issues
Hot Issues is an important agenda item that ensures team voice occurs in selecting, and then collaborating on,
the most urgent and/or important issues the team is currently facing. It is a 2-part process that we’ll unpack
below:

Part 2 – Issues Specific Workouts
! Select the issue that garnered the most votes.
! Step 1 – The individual who raised the issue
provides a brief outline of the issue (1 min). It is
important the spokesperson actually stipulates why
they are personally impacted by the Hot Issue so it
is specific and real for the wider group to assist with
(as opposed to a generic circular discussion) (see
example below).

! Step 2 – The group asks brief questions to clarify
their understanding of the issue (1 min). Make sure
these are yes/no or short answer questions as
opposed to broader open ended questions.

! Step 3 – Open a whole group quick, solutions
focused discussion (3 mins) taking advantage of the
elbow partner primer steps in the pro tips box
below.

! Step 4 – Allow the individual who initially raised the
issue to wrap up, stating their key takeaway action/s
as one or more of the 4Cs in the diagram below
noting accountability and timeframes in live notes.
(1 min).

! Repeat process for as many issues as time allows.

Issue (1min) 
! Person who originally wrote the issue 

explains it, and what they would like to 
get from the group discussion.

Issue: !""#$%"&&'()*+,)"($+*#"--$,./$-*.""0$*+'-)(1$&'0,)20/$)--'/-$

It’s Hot for me personally because… 3$*+(4,$5//2$'26$*"&&'()*+,)"($)-$
"7/#0"+8$+(8$3$&)--$)&2"#,+(,$-,'99$: ,""$&+(;$*.+((/0-$,"$-,+;$'2$,"$8+,/

Clarification (1min)
! Short Q&A – Brief  / Yes/No answers.

!"#$#%&$#%'"#%(&)*+%,-#$.,&/*0%1'&22%&3/%&$$&3(#4#3'*%&3/%53'#$$6)'5,3%7
/&5.8%,)#$&'5,3*%&3/%9&.#3/&$%6)/&'#*%7 '#&9"#$%&3/+,$%%*'6/#3'%4&''#$*0

Discussion (3min)
! Solution focused discussion raising 

possible next steps.

:;%53%9,44,3%$,,4%7 -5*6&.%96#*%,2%*'&22%3,'59#*%*'&'59%/5*).&8%53%4,$353(*<%
=,$353(%#3'$8%)$,',9,.%7 *'&22%3,'59#*%&3/%#4&5.*%>#2,$#%9,44#3953(%?,$@%A
"&$/%9,)5#*%53%)5(#,3%",.#*%7 B659@%*'&22%*6$-#8%,3%)$#2#$$#/%9"&33#.%A 9.&$528%
&3/%&54%2,$%,3#%4&53%9"&33#.%%2,$%#-#$8'"53(C

Takeaways (1min)
! Person who originally raised issue, 

summarises take aways (one or more 
of  4Cs) and thanks the group

Clarify:
Communicate: 1:%',%#4&5.%*644&$8%@#8%5**6#*%&3/%*6((#*'5,3*%2$,4%'#&4%
',%.53#%4&3&(#$%>8%DEF%&3/%*##@%2,..,?%6)%4##'53(%&3/%,$%,)'5,3*%2,$%
544#/5&'#%&9'5,3%7 $#-5#?%3#G'%?##@<
Collaborate:
Commit:

Hot Issues: 
Part 2!"#$

%&!
HOT ISSUES DISCUSSION (3min) Chair’s PRO TIP!
!"#$%&'()*+,-(./012%0$((3 4560$1(78,9:81$(;2((.,$$6+*%(<,*916,2$=
!"#($%&'(>,92?(>,,@((3 A96&B(5%%?+/&B(50,@(./60$
C@62(;D%2(5*,,0(3 $1%%0%?(+E(D%0$,2(-8,(0/6$%?($D%&6F6&(6$$9%
!"#$%&'()*+(%,'-).%/*01%&2+*#0'+%3'4%536717(+(%8.*3.+97:%;3<)+



RECIPE CARDS (25-30 mins)
! Moderation
! Data Discussions
! Reasonable Adjustments
! Case Management
! The Council

Key Meeting Items Unpacked III
Focused Teamwork: Recipe Cards
How do we work smarter, not longer, AND, still complete the required activities that are so important to teaching
and learning within our existing Teaching Team Meeting Agenda? The answer is to use our Focused Teamwork
time more effectively and Recipe Cards – specific protocols for different activities that are essential to quality
teaching and learning.

Using a simple Recipe Card within the 60 minute High
Performance Teaching Team Meeting agenda, means
essential work to support quality teaching and learning
is completed. In what is a highly complex work
environment, the use of systemised and structured
Recipe Cards reduces workload and builds capability
in teachers, whilst not depleting capacity. Teachers
know the expectations during this time and know how it
will look at each meeting, therefore, reducing cognitive
load. At the end of the meeting, most (or all) of the
work has been done, meaning our teachers leave the
school day without the need for an additional meeting
to do this work, or the need to take it home.

The Recipe Card protocols ensure that collaboration is
targeted and focused using a time management
system to drive the conversation, whilst giving each
teammember a voice in the discussion.

Pro Tips
! Ensure you have completed any pre-work before

the TeamMeeting.

! Be prepared to be part of the collaborative
discussion.

! Make sure the overall meeting is running on time,
which is the responsibility of the Chair and
Moderator.

! Follow the Recipe Card exactly using effective
Chairing/Moderator using a loud timer to keep on
task and on time. Remember, the Chair can
approve 1-2 minute extensions, provided the
overall meeting remains on track.

! At the end of each meeting, identify the next
meeting’s Focused Teamwork item and review the
specific Recipe Card, noting any pre-work.














