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Study Group

Meeting Notes

Date:

School:





  

	Role
	Name (Print)
	Grade Level(s)

	SG Leader
	
	

	Facilitator of meeting
	
	

	Notetaker for meeting
	
	

	Member
	
	

	Member
	
	

	Member
	
	

	Member
	
	

	Member
	
	


*Others present: 
Notes can be typed on a laptop or handwritten during the meeting.
	Reflection (10-15 min.)

List member name, his/her reflection points, and his/her implications for the future. 

· 


	New Learning (20-30 min.)

List bullet points of key new understandings related to discussion of the text you read or other learning activities (such as debrief of peer observations, student work protocols, video of classroom instruction, etc.)




	Transfer (15-20 min.)

List member name, his/her transfer point, and what artifacts/evidence will be brought:




	Debrief (10 min.)

What is working well?  What can be improved upon? List key points below:

Consider:

· group dynamics (follow norms, preparation, safe enough to question one another)

· study group process (structure, use of resources/tools)

· content of what you are learning (new teaching practices, evidence of student learning, study group goal)  

What was discussed related to any feedback from Boundless Readers staff?  List key points below:




	Follow Up (5 min.)

Before adjourning the study group meeting, note the following points.

Professional Reading for next time:

Chapter(s) _____  ( pages _____ to ____)

Next Meeting Scheduled for:

Date:                               Time:   

Location of Next Meeting:

Room Number:

Next Meeting Facilitator:

(this month’s note taker)
Name:

Next Meeting Notetaker:

Name:

Issues for Boundless Readers:

Are there issues, concerns, questions or requests that you would like Boundless Readers staff to address prior to the next meeting?  

List here:  

Send Monthly Meeting Notes to study group leader.  




