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Meeting Rhythm

Meeting AgendA goAl

Yearly Annual SIP Meeting Planner Review 3-Year goals and set 
1-year goals

Quarterly 90-Day Plan Create your 90-Day plan

Monthly Monthly Review Check progress on 90-day plan 
and make adjustments

Weekly Accountable Agenda Review metrics and solve 
obstacles

Daily Daily Stand Up (DSU) Be accountable to daily activities
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Annual SIP Planning Meeting Agenda

Who:  Leadership Team
Where:  Off Site preferably
When:  3 Days during the summer
Why:  To review the 3-year goals and determine the 1-year goals

Day 1

 ü Segue
 ü Review Previous Year
 ü Team Health Building
 ü Issues List
 ü Core Values, Mission, and Vision Review
 ü 3-Year Picture

Segue

Each member of the leadership team shares:
1. The school’s 3 greatest accomplishments for the year
2. His/her one greatest personal accomplishment for the year
3. His/her expectations for the annual planning meeting

Review PReviouS YeaR

 § Review the previous year data (climate data, observational data, and student achievement 
data) in terms of your core values, mission, and vision. 

 § Look at the goals for the previous year. List each goal and for each goal simply state “done” 
or “not done.” After going through the list, determine how many goals you achieved. You are 
looking to have achieved at least 80% of your goals.  

 § Determine if you achieved at least 80% of your goals. If you did not achieve at least 80% of 
your goals, discuss why. 
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Team HealTH Building

At this point, it is a good idea to take a break and do something to build up the team in 
preparation for the work ahead. Choose an exercise that helps the team bond around a shared 
purpose and actually builds relationships among the team members. 

iSSueS liST

Go through the biggest issues your school is currently facing. It is helpful here to use a SWOT 
analysis to generate ideas. Create a master Issues List that you will use for the Issues Solving 
Session on Day 2.

CoRe valueS, miSSion, and viSion Review

At this point, you will revisit your school’s core values, mission, and vision. Take a hard look at 
each one and make sure that you as a team are still committed to them. Nothing is sacred here. 
Feel free to challenge your core values, mission, and vision and discuss and debate until you are 
sure that everyone is still on the same page. 

THRee-YeaR viSion

Take a look at your 3 year vision and revise it to create a new picture for 3 years from today. Craft 
a new 3-year story for your school. 

meeTing Review

Summarize the key take-aways from the meeting. Then, go around the room and ask everyone to 
rate the meeting. Identify what worked and take suggestions for how to improve the process for 
the following day.
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Day 2

 ü Segue
 ü Day 1 Review
 ü Establishing the 1 Year Plan
 ü Issues List
 ü Meeting Review

Segue

Go around the room and give everyone an opportunity to state their biggest take-away from the 
day before. 

daY 1 Review

Review the Core Values, Mission, and Vision, and 3-Year Picture with the team.

eSTaBliSHing THe 1 YeaR Plan

1. Use a whiteboard to list everything that must be accomplished order to reach your goals for 
the year.

2. Discuss and debate the most important priorities for your school for the year. Keep going 
through the list and whittling things down until you have between 3 and 7 priorities.

3. Turn each priority into a tangible goal. (You can use the SMART goal construction for this if 
you’d like.)

4. Assign an owner for each school goal. The owner is the person who is in charge of ensuring 
that the 90-Day priority is completed. 

iSSueS liST

So far, you’ve been accumulating a list of issues that threaten your vision. Now it’s time to go 
through the list, prioritize the most important issues, and develop a plan for resolving them.

Start by sorting your issues into the following categories:
1. School-wide Issues – These are issues that affect the entire school body and all major 

stake-holder groups.
2. Departmental Issues – These are issues that affect a particular grade level, subject area, or 

department.
3. Organizational Issues – These are issues that are systemic meaning they must be resolved at 

the district, state, or national level.
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The departmental issues will be delegated to the appropriate department chair or team leader. 
The organizational issues will be taken up by the principal with the district or state leadership. The 
school-wide issues will be tackled in this meeting.

First, go through list of school-wide issues and identify the top three most important issues 
that must be resolved right away in order to achieve your school goals. Starting with the most 
important issue, take each issue through the following process:

1. Identify: Clearly identify the REAL issue, or the root cause. This process will usually take 
some time as the issue you identify is often the symptom of the real issue. Take the time 
to drill down to the root cause of the issue. 

2. Discuss: Once you’ve identified the REAL issue, the next step is to discuss the issue so 
that you can hear all sides. Make sure to keep the discussion focused on ideas around 
how to resolve the issue and avoid getting caught on tangents.

3. Solve: After everyone has had a chance to weigh in, shift the discussion to decision 
making.  This step is important because many teams discuss issues to death, but never 
resolve them. So the focus of this step is to help the team choose a final course of action 
to solve the issue for good. Once the team has made a decision, list the action items that 
need to take place and for each action item, agree who will do what by when and record 
it. 

If time permits, move to the next issue. You will not solve every issue on the list. But, by prioritizing 
your issues, you will solve your most important issues now so that you can have a smooth start to 
the school year. The rest of the issues will remain on the issues list and be revisited weekly during 
your weekly meeting. 

It is important to note that your issues list is a living list. You will add to it throughout the school 
year. Each time you sit down to tackle your issues, you will repeat the categorization and 
prioritization process. That way, you remain focused on solving your most important issues.

meeTing Review

Review the 90-Day Priorities and the action items that came out of the issues list discussion to 
make sure everyone knows who will do what by when. 

Finally go around the room and ask each person to answer the following question:

Who do I need to be and how do I need to show up each day in order to achieve our school 
goals for the year?
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Day 3

 ü Segue
 ü Day 2 Review
 ü Quarterly Planning Meeting
 ü Calendar
 ü Celebration

Segue

Each member of the team shares one thing they are looking forward to accomplishing in the new 
school year.

daY 2 Review

Review the 3-7 yearly goals.

develoPing THe QuaRTeRlY Plan

Use the 90-Day planning process to develop your plan for the quarter.

CalendaR

Before you adjourn, get all of your upcoming meetings on the calendar for the school year. 
Schedule your quarterly, monthly, and weekly meetings. Also, schedule any other key events for 
the upcoming school year based on your action items on your To Do List. 

CeleBRaTion

Celebrate your successful SIP Plan development process by taking your team to lunch/dinner.
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Quarterly Meeting Agenda
 ✓ Segue
 ✓ Review Previous Quarter
 ✓ Establish Your 90-Day Plan
 ✓ Create a Recovery Plan
 ✓ Next Steps
 ✓ Meeting Review

Segue

Each person shares the following:
1. Biggest win in the last 90 days
2. What is working and not working in the school
3. Expectations for the meeting

Review PReviouS QuARteR

Review all your goals for the previous quarter and confirm which ones were achieved and which 
were not achieved by simply stating “done” or “not done” for each one. 

For each incomplete goal, determine why you did not complete that goal. Then, determine 
whether you want to carry that goal forward for the next quarter or whether that goal is still a 
priority.

eStAbliSh YouR next 90-dAY PlAn

Complete your Builder’s Blueprint for the next 90 Days. Start by reviewing the Builder’s Blueprint 
from the prior 90 Days. Then, create your Builder’s Blueprint for the next 90 days. (Note: Your 
blueprint may remain the same, however you may choose different tactics to focus on for the next 
90-days).

Next, use the Change Agenda to establish your goals for the next 90 days. Finally, complete your 
90-Day Plan using your 90-Day Planner.

CReAte A ReCoveRY PlAn

Use the Recovery Planning Process to create a Recovery Plan

next StePS

Discuss any next steps including who is doing what by when. Also discuss any key decisions 
that need to be communicated to your stakeholders. Determine who will communicate those 
decisions and how. 

Meeting Review

Go around the room and ask everyone to share their feedback on the meeting. Ask each person 
to state whether or not their expectations were met. Determine what worked, and where there is 
room for improvement. 
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Monthly Meeting Agenda
 ✓ Segue
 ✓ Core Values, Mission, Vision Review
 ✓ Goal Review
 ✓ Next Steps
 ✓ Meeting Review

Segue
Each member of the leadership team shares:
1. The school’s 3 greatest accomplishments for the month
2. His/her one greatest personal accomplishment for the month
3. His/her expectations for the monthly review meeting

CoRe valueS, miSSion, viSion, and 90-daY PaTHwaY Review
Briefly review the school core values, mission, and vision. Then review your 90-Day Pathway.

goal Review
Take each goal one-by-on and discuss your progress towards the goal. Are you on track or off 
track and why? 

Then determine what you need to stop, do less, keep, start, and do more of over the next 30 
days in order to achieve that goal by the 90-Day deadline. 

nexT STePS
After your goal review, turn each stop, do less, keep, start, and do more into an action item to be 
accomplished over the next month. Be sure to identify who will do what by when. 

meeTing Review
At the end of the meeting, go around the room and have everyone rate the meeting on a scale of 
1-10. If the meeting receives a rating below an 8, discuss how to improve the process for the next 
meeting. 
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Weekly Leadership Team 
Meeting Protocol

Glossary: Use the definitions for the following terms:
 Ø To-Do: A 7-day action item
 Ø Rocks: A 90-day priority. The 3-7 most important things that must get done in the next 90 

days. 
 Ø IDS: Identify, Discuss, Solve. The process by which you resolve issues during meeting. 

Who:   The Leadership Team

Where:  The Main Office Conference Room

Duration:  90 minutes

Frequency:  Every Week

Agenda: 
 ✓ Segue     5 minutes
 ✓ Scorecard    5 minutes
 ✓ Rock Review    5 minutes
 ✓ Student/Teacher Headlines  5 minutes
 ✓ To-Do List    5 minutes
 ✓ Issues List    60 minutes
 ✓ Conclude    5 minutes

Segue  
Everyone shares one win for the week

SCoReCaRd 
Review the 5-15 most important numbers in your school to determine whether you are on track. 
Any number that indicates an area where you are not on track goes onto the issues list. These 
may be test scores, classroom visits, suspensions, etc. Determine what are the 5-15 numbers 
that show you the health of your school. This is not the time to discuss the numbers. Simply 
indicate whether or not you are on track. 
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RoCk Review  
Each person reports whether his/her rock is on track or off track. No discussion. If a rock is on 
track (meaning the owner feels that he or she will accomplish it by the end of the quarter) move to 
the next rock. If a rock is off track, it goes on the issues list. 

STudenT/TeaCHeR HeadlineS 
Share short stories about any teacher or student news for the week. For example, “Mrs. 
Flintstone is engaged!” or “Bart Simpson’s parents are getting a divorce to keep an eye out on 
him.” The good news is a time to celebrate. Bad news is either FYI or it may need to go on the 
issues list.

To do liST
Review all the to-do’s from last week.  Quickly go through the list and either mark it “done” or 
“undone.”  If it is done, strike it from the list. If it is undone, leave it on the list. No to do should 
remain on the list for more than two weeks. 

iSSueS liST
Prioritize your issues by determining the top 3. Go to work on issue number one using IDS and 
work on it alone until it is solved. Any plan of attack generated from the discussion goes on the 
to-do list and is assigned an owner. 

ConClude
Recap the to-do list and make sure that each action item has an owner. Then, discuss whether 
any messages need to be communicated to other stakeholders based on the decisions made 
in your meeting. If so, determine how you will communicate them. Then, have everyone rate the 
meeting at the end on a scale of 1-10. The goal should be an 8 or better for each meeting.

Adapted from Traction by Gino Wickman
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Daily Stand Up Meeting Agenda
The Daily Stand Up meeting is for your core admin team and should take no more than 15 
minutes to complete. This is not the time to discuss major issues (save those for your weekly 
meeting). Instead, the Daily Stand up is designed to quickly assess whether or not you are 
making daily progress towards your 90-Day goals and to identify issues quickly so that they can 
be resolved during the weekly meeting.

agenda
Each person on the admin team answers the following questions:

1. What did you say you were going to accomplish today?
2. What did you actually accomplish?
3. What kept you from having a perfect day?
4. What will you accomplish tomorrow?

Keep a running list of your admin team’s answers to question 3 (What kept you from having a 
perfect day?). Look for recurring themes which may indicate issues that need to be resolved 
during your weekly meeting. You can also create a Pareto chart to keep track of recurring 
“blockers” that are preventing you from making progress towards your goals. 


