Toolkit Masters
Creating Collaborative Action Teams
H 1- 12
Stage 1: Getting Started

Agenda Format for Collaborative Action Team Meetings

Place:  

Date:  
Time: 
Meeting Goals

•
Goal 1: 
•
Goal 2: 

AGENDA

	Item
	Time
	Person Responsible

	Welcome, review agenda & meeting goals
	  5 min.
	

	Conduct icebreaker exercise
	15 min.
	

	Hear reports from members on tasks done
	  5 min.
	

	Discuss topics/conduct activities
	45 min.
	

	Summarize key decisions & determine next steps/actions
	10 min.
	

	Set goals and agenda for next meeting
	  5 min.
	

	Conduct meeting evaluation
	  5 min. 
	


Timekeeper:
 Recorder:
 Translator:

