	
	
	



Small Group Session Agenda Checklist

STEP 1: OPEN THE MEETING (5-10 minutes)
· Greet and check in with each other. 
· Review group processes and agreed upon guidelines. 
· Go over the agenda and objectives for the meeting. 
· Briefly review and reflect on what participants did between sessions. 

STEP 2: SHARE TEACHER EXPERIENCE/REFLECTION (10-15 minutes)
· Set the context and describe what the teacher hopes to get from sharing the video.
· Describe the teaching practices that were being implemented.
· Watch one 3-5 minute video recording as a group (or let a teacher share a specific experience if video is not an option).
· Guide discussion using prepared discussion questions and provide objective feedback (at least 1 specific supportive statement and 1 specific constructive statement).

STEP 3: SHARE CONTENT (15-30 minutes)
· Introduce the teaching practice (define the practice, share why it is important, and steps for implementing) 
· Provide a model of the practice in use (e.g., video clips, role-play).
· Complete at least one planned learning activity with the teachers related to the focus practice

STEP 4: CREATE PLAN FOR IMPLEMENTING TEACHING PRACTICES (5-15 minutes)
· Provide action planning forms. 
· Conduct a discussion to assist participants in making a plan for implementing the practice.

STEP 5: CLOSING THE MEETING (5 minutes)
· Acknowledge the efforts teachers have shown between meetings and during the meeting.
· Celebrate accomplishments and give one specific example of an accomplishment. 
· Encourage teachers to contact you with any questions or concerns before the next session.
· Remind teachers to send you their action plan. 
· Review objectives for next session.
· Remind teachers of date, time, and place for next session.
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