
Sample of Action Team Meeting Minutes 
 

 
     

UPK Action Team Meeting Minutes 

Date, Time, Location 

 

*Welcome 

 -Review purpose of team for any new members 

 -Review roles  

 -Administrator welcomed and introduced herself, participants went around the room for 

introductions. New members were introduced and oriented to the team. The purpose of the Action 

Team and member responsibilities were reviewed. The team participated in an icebreaker. 

*Recap of last meeting minutes 

 -The team reviewed key points and highlights from the last meeting. 

*Discussion regarding previous family engagement activity. 

-Review Family Surveys 

-Complete Evaluation of Action Plan Activities form 

-The team reviewed their recent family engagement event, discussed the survey responses, 

talked about successes from the event, what will be repeated, and any improvements needed for next 

time. Completed Evaluation of Activities half sheet form as a group. 

*Classroom Report 

 -UPK teachers report on what is happening in the classroom, what skills are being worked on, 

what study they are currently on, and opportunities for family engagement in the classroom.  

*Plan for Upcoming Events- (See Action Plan) 

 -Volunteers 

 -Resources needed 

 -Budget 

 -Team planned upcoming family event. Team members each took responsibility for tasks, 

discussed any community partners for event, planned for set up and clean up, discussed other volunteer 

opportunities, discussed materials needed, and the budget for the event. 

*Open floor for questions/comments 

 -Insert notes from any questions or comments brought up. 

*Next Meeting will be held on ______ 

*Meeting Adjourned 


