
INSTRUCTIONAL TEAMING  

 

Center on Innovation and Improvement 1 

 

 
 
 
 

Indicators In Action 
The Center on Innovation and Improvement 

 
 
 

Instructional Teaming 

Course Guide 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

This guide is a companion to the Instructional Teaming Course.  

It includes the activities, resources, and templates in the order that they are referenced 

in the course. 
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Activity #1: Quick Assessment of Effective Teaming Success 
Indicators 
 

Instructions: Consider Instructional Teaming in your school when completing this 

Quick Assessment. 

 
1. Teams are organized by: (check all that apply) 

� Grade Level 

� Grade Level Cluster 

� Subject Area 

� Other  

� None of the above, we do not team in our school 

 

2. Our team meets for the following purposes: (check all that apply) 

� To conduct business, review student progress, and coordinate efforts 

� To co‐develop aligned units of instruction and related materials 

� Other 

� None of the above, we do not have an articulated purpose 

 

3. Our team uses student learning data in order to (check all that apply): 

� Assess strengths and weaknesses of the curriculum 

� Plan instruction 

� Other 

� None of the above, we do not use student learning data 

 

4. Instructional Teaming in my school is supported with (check all that apply): 

� Timely access to student learning data reports 

� Dedicated time to meet: 

� Frequent, shorter intervals to conduct business 

� 4 to 6 hour blocks, once per month, and whole days before and after the school year 

to plan instruction 

� A quiet place to meet, free from distractions 

� Other 

� None of the above 

 

5. These practices are followed by our team (check all that apply): 

� Meetings are guided by agendas 

� A Team Leader ensures we remain focused on our purpose and outcomes 

� Minutes are recorded and disseminated to members and to the principal 

� A time‐keeper keeps ensures that we do not spend too much time on any particular item 

� None of the above 
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Activity #2:   Quick Assessment Analysis 
 
Now that you’ve completed the Quick Assessment of Instructional Teaming in your 

school, complete the analysis. 

 

 

 

1. What did your assessment reveal about your school’s Instructional Team 

structure and operational procedures?  

 

 

 

 

 

 

2. What questions do you have about Instructional Teaming?  

 

 

 

 

 

 

 

3. What thoughts are raised about how teaming occurs in your school? 
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The Instructional Teaming Success Indicators 
 

The Success Indicators that are covered in this course include: 
 
1. A team structure is officially incorporated into the school improvement 

plan and school governance policy. 

 

2. All teams operate with work plans for the year and specific work 

products to produce. 

 

3. All teams prepare agendas for their meeting. 

 

4. All teams maintain official minutes of their meetings. 

 

5. Teachers are organized into grade‐level, grade‐level cluster, or subject‐
area Instructional Teams. 

 

6. Instructional Teams meet for blocks of time sufficient to develop and 

refine units of instruction and review student learning data. 

 

7. Teachers receive timely reports of results from standardized and 

objectives‐based tests. 

 

8. Instructional Teams use student learning data to assess strengths and 

weaknesses of the curriculum and instructional strategies. 

 

9. Instructional Teams use student learning data to plan instruction. 
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Instructional Team Business Meeting Agenda Template 
 

School Name: _________________________________________________________________ 

Team Name: __________________________________________________________________ 

Meeting Location: ________________________ Meeting Date:________________________ 

Meeting Time: _______________  Team Leader:____________________________________ 

Approval of Minutes from previous Meeting: _____________________________________ 

 

Topics to discuss: 

 

1. Team Effectiveness: 

 

 

2. Student Learning Data: 

 

 

3. Instruction: 

 

 

4. Curriculum: 

 

 

5. Student Behavior: 

 

 

6. Parents: 

 

 

7. Other Business: 

 

 

Adjournment: 

 

 Date, time, and location of next meeting: 
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Instructional Team Leader’s Guide for Meetings Template 
 
 

1. Keep it simple. 

 

2. Use standard agenda/minutes forms. 

 

3. Start the meeting. 

 It does not need to be anything formal.  A simple statement    like, “Okay, 

let’s get started,” is fine 

 Pass refreshments  

 Share good news             

 

4. Check roles and tools for facilitation: 

 Do you have a calendar? 

 Is someone recording minutes? 

 Is someone identified to keep the team on task (focus‐keeper) and does 

everyone know who that person is? 

 Is there a time‐keeper? 

 Is there anyone new who needs to be introduced? 

 

5. Review old items and try to close them out. 

 

6. Focus on the work at hand. 

 

7. At conclusion of the meeting, ask if there is anything else that needs to be 

discussed. 

 

Notes:  

 In small groups, the same person may assume more than one role. 

 A one minute report by each Instructional Team at each whole‐faculty 

meetings is a good idea.  
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Instructional Team Meeting Minutes Template 
 
School Name: _________________________________________________________________ 

Team Name: __________________________________________________________________ 

Meeting Location: ________________________ Meeting Date:________________________ 

Meeting Time: _______________  Team Leader:____________________________________ 

Members Present: _____________________________________________________________ 

_____________________________________________________________________________ 

Approval of minutes from previous meeting: _____________________________________ 

Notes and Actions Taken on Topics Discussed 

1. Team Effectiveness: 

 

2. Student Learning Data: 

 

3. Instruction: 

 

4. Curriculum: 

 

5. Student Behavior: 

 

6. Parents: 

 

7. Other Business: 

 

8. Adjournment: 

 Date, time, and location of next meeting:  
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Activity #3: Instructional Teaming Reflection and Planning Template 
        
Instructions: Refer to your responses from Activity #1: Quick Assessment when completing this 
activity 

 What Do We Do 
Now? 

How Can It Be 
Improved? 

What Is the First 
Step? 

Effective Teaming Success 
Indicators 

   

1. A team structure is officially 
incorporated into the school 
improvement plan and school 
governance policy. 

   

2. Teachers receive timely reports 
of results from standardized and 
objectives-based tests 

   

3. All teams prepare agendas for 
their meeting 

   

4. All teams maintain official 
minutes of their meetings 

   

5. Teachers are organized into 
grade-level, grade-level cluster, or 
subject-area Instructional Teams 

   

6. Instructional Teams meet for 
blocks of time sufficient to 
develop and refine units of 
instruction and review student 
learning data  

   

7. Teachers receive timely reports 
of results from standardized and 
objectives-based tests. 

   

8. Instructional Teams use student 
learning data to assess strengths 
and weaknesses of the curriculum 
and instructional strategies. 

   

9. Instructional Teams use student 
learning data to plan instruction 
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