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Focused Collaboration — Meeting Minutes
"Educate, Engage, and Empower each student to succeed in a dynamic world."



	📋  How to Use This Template in OneNote

Setup (one time per team):
1. In your shared Teams/SharePoint notebook, create a Section for your team (e.g. "3rd Grade ELA FC").
2. Paste this template as the first page — title it "TEMPLATE — Do Not Edit".
3. For each new Goal Cycle, copy this page and rename it (e.g. "Cycle 1 — Reading Fluency · Aug–Oct 2025").
4. For each meeting within a cycle, copy the Meeting Minutes section at the bottom and add a new page per meeting.

Tips:
All team members access the same notebook on any device — phone, iPad, laptop, or browser.
Use OneNote's tagging (@name) to assign action items. Use the search function to find any past discussion.
Keep one Goal Cycle page per cycle. Add sub-pages for individual meetings within the cycle.



	PART 1 — GOAL CYCLE OVERVIEW



	Cycle Name
	e.g. Cycle 1 — Reading Fluency

	Team / Grade
	e.g. 3rd Grade ELA

	Grade Level
	e.g. Grade 3

	Cycle Start
	

	Cycle End
	



	SMART GOAL FOR THIS CYCLE



	S — Specific
	What exactly will students learn or be able to do?

	M — Measurable
	How will progress be measured? What data will you use?

	A — Achievable
	Is this goal realistic for this cycle length?

	R — Relevant
	How does this connect to GES school-wide goals?

	T — Time-Bound
	What is the target date or check-in schedule?

	Full SMART Goal Statement:

Write the complete goal here: "By [date], [students] will [measurable outcome] as measured by [data source]."




	Progress %
	Update at each meeting check-in. Use 0–100.  Current: ____%





	PART 2 — MEETING 1: KICKOFF MEETING  (Norms + CQs)



	Meeting Date
	
	Meeting #
	1  (Kickoff)

	Facilitator
	

	Timekeeper
	

	Recorder
	

	Attendees
	

	Next Meeting
	



	STEP 1 — CO-CREATE YOUR TEAM NORMS  (15 min)



	Why norms matter:
Norms are not rules imposed from above — they are commitments co-created by the team. When your team owns the norms, they use them. The goal is 4–6 specific, actionable agreements.

Facilitation prompt:
"What do you need from each other to do your best collaborative work?"

Avoid vague language:
Instead of "Be respectful" → try "We disagree with ideas, not people."
Instead of "Be on time" → try "We start and end every meeting at the scheduled time."



Example norms — circle or adapt as needed:

	We start and end on time.
	We speak about data, not people.

	We presume positive intent.
	We listen to understand, not to respond.

	One voice at a time.
	We stay solution-focused.

	We honor the schedule — phones away.
	Disagreement is welcome; disrespect is not.

	OUR TEAM NORMS  (write your agreed norms here):

1.  
2.  
3.  
4.  
5.  
6.  



	STEP 2 — FOUR CRITICAL QUESTIONS  (DuFour)



	CQ1: What do we want students to learn?

	What is the essential learning target for this cycle? What standards are addressed? What does mastery look like?

	Discussion Notes






	Action Items

Item  |  Owner  |  Due Date








	CQ2: How will we know they learned it?

	What common assessments, checks, or evidence will tell us if students have met the target?

	Discussion Notes






	Action Items

Item  |  Owner  |  Due Date








	CQ3: How will we respond when students don't learn?

	What interventions, re-teaching strategies, or support structures will we put in place? Who will do what?

	Discussion Notes






	Action Items

Item  |  Owner  |  Due Date








	CQ4: How will we extend learning for proficient students?

	What enrichment, acceleration, or deeper learning opportunities exist for students who are already meeting the target?

	Discussion Notes






	Action Items

Item  |  Owner  |  Due Date








	PARKING LOT — Items to Revisit



	Use this space for items raised today that need to be addressed at a future meeting.










	PART 3 — SUBSEQUENT MEETINGS TEMPLATE  (Copy for each meeting)



	In OneNote: Copy this page and rename it for each new meeting (e.g. "Meeting 2 — Sept 18, 2025"). Keep all meetings in the same Section as your Goal Cycle page.



	Meeting Date
	
	Meeting #
	___

	Facilitator
	

	Timekeeper
	

	Recorder
	

	Attendees
	

	Next Meeting
	



	NORMS CHECK-IN  (2 min)



	Our Team Norms:

1.  
2.  
3.  
4.  
5.  
(Copy your norms here from Meeting 1)
	Which norm do we most need today?



Quick check — thumbs up/down:

Are we on track with our norms?





	GOAL PROGRESS CHECK  (5 min)



	Current Progress %
	Update from last meeting: ____%  →  Today: ____%

	Data Source
	What evidence are we looking at today?

	Status
	On track  /  At risk  /  Exceeded  (circle one)



	FOUR CRITICAL QUESTIONS  (DuFour)



	CQ1: What do we want students to learn?

	Are there any adjustments needed to the learning target based on what we've seen this week?

	Discussion Notes






	Action Items

Item  |  Owner  |  Due Date








	CQ2: How do we know they learned it?

	What does the current data tell us? Which students have met the target? Which have not?

	Discussion Notes






	Action Items

Item  |  Owner  |  Due Date








	CQ3: How will we respond when students don't learn?

	What interventions are in place? Are they working? Who needs additional support?

	Discussion Notes






	Action Items

Item  |  Owner  |  Due Date








	CQ4: How do we extend for proficient students?

	Are our extension activities working? What adjustments are needed for students who have already met the target?

	Discussion Notes






	Action Items

Item  |  Owner  |  Due Date








	PARKING LOT — Items to Revisit



	Items raised today that need to be addressed at a future meeting.










	PART 4 — ONENOTE SETUP GUIDE FOR TEAM LEADS



	STEP 1 — Create the shared notebook (IT or admin does this once)

Go to your GES SharePoint or Microsoft Teams channel. Create a new OneNote notebook titled "GES Focused Collaboration Notebooks". Share it with all FC team leads.

STEP 2 — One Section per team

Each FC team gets their own Section inside the shared notebook. Name it: "[Grade] [Subject] FC" — e.g. "3rd Grade ELA FC", "K-1 Math FC", "4th-5th Science FC".

STEP 3 — Pages inside each Section

Inside each team's section, create these pages:
1. Page 1: TEMPLATE (this document — do not edit)
1. Page 2+: One page per Goal Cycle — e.g. "Cycle 1 — Reading Fluency · Aug–Oct 2025"
1. Sub-pages (under each Cycle page): One sub-page per meeting — e.g. "Meeting 1 · Sept 4" or "Meeting 2 · Sept 18"

STEP 4 — Accessing on any device

Desktop: Open the OneNote app (pre-installed on all DoDEA devices) → Open Notebook → navigate to your team's section.
Browser: Go to teams.microsoft.com → your channel → the Notes tab, or visit office.com → OneNote.
iPad/Phone: Download the free OneNote app and sign in with your DoDEA Microsoft account.

STEP 5 — Notebook structure summary

	Notebook
	Section
	Pages

	GES Focused Collaboration Notebooks
	3rd Grade ELA FC
K-1 Math FC
4th-5th Science FC
(one per team)
	TEMPLATE
Cycle 1 — [Topic]
  Meeting 1 · [Date]
  Meeting 2 · [Date]
Cycle 2 — [Topic]
...



Contact for setup help:
daniel.petritz@dodea.edu  (MTSS Specialist, GES)



