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Today’s Meeting:  Fall Session 1 Module 2    Date, time, location:  	        	 	Facilitator:  	 	Minute Taker:		  Data Analyst:  
                          
Next Meeting:        Date, time, location:  	        	 	Facilitator:  	 	Minute Taker:		 	 Data Analyst: 

Team Members:  (bold are present today) 															                          
	Future  Agenda Items

	1.  Determine how team will problem-solve/make decisions/ reach consensus
2.  Complete “Work Smarter, Not Harder” worksheet
3.







Agenda:	       											
										
	1. Complete the meeting minutes form (demographics, next meeting date, time, location, roles)		2. Determine team goals outlined in module 2 (see below)
	3. 
	4
	5.										


Administrative/General Information and Issues

	Information for Team or Issues for
Team  to Address
	Discuss/Decision/Task (if applicable)
	Who?
	By When?

	Determine roles/responsibilities of team members 
	
	
	

	Develop statement of purpose for the team
	
	
	

	Set ground rules and norms for the team
	
	
	

	Determine how team will problem-solve/make decisions/ reach consensus
	Tabled until next meeting
	Facilitator

	Next Meeting

	Complete “Work Smarter, Not Harder” worksheet
	Tabled until next meeting
	Facilitator
	Next Meeting
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