Team Reflection Checklist (TRC)
	 
	Completed?
	Recommendations
	Who

	Team member present
	Yes
	No
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	Collaboration mechanisms used
	Yes
	No
	

	Meeting started on time
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Meeting stops on time
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Agenda used to guide meeting
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Roles used
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Time limits set and adhered to
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Ground rules adhered to
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Meeting minutes publically recorded
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Status on tasks to be completed for current meeting is reviewed and discussed
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Task list developed noting who will do what task and timeline for completion
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Problem solving. decision making strategies used
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Task list publically  recorded (large post-it note, electronically, …)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	  
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Assessment Data Reviewed
	Yes
	No
	

	Data analysts present precision statements to team related to benchmark tests
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Precision statements refined 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Solutions brainstormed
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Actions /Tasks based on brainstormed solutions prioritized and incorporated into task list. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Common formative assessment(s) reviewed.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Tasks are generated based on review of common formative assessment outcomes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Differentiated Instruction Incorporated into Lesson Planning
	Yes
	No
	

	Team shares successful instructional practices.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Individual teachers solicit feedback and suggestions from others with documented successful outcomes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	
	

	Supports for struggling learners within inclusive settings are discussed and actions/tasks generated.
	 FORMCHECKBOX 

	 FORMCHECKBOX 
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