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Use this framework to create a Memorandum of Understanding 
(MOU) that documents your reflective conversaion. Keep this 
MOU as objective as possible and simply document your 
directive, any follow up, and any consequences. Make sure to 
have the teacher sign the MOU before including it in their file. If 
the teacher refuses to sign, have a witness sign that you gave 
the MOU to the teacher.
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Memorandum of Understanding Sample
TO:  Mr. Huckleberry
FROM:  Mr. Boysenberry
DATE:  March 19
RE:  Follow up from our conversation dated March 18

DEAR MR. HUCKLEBERRY:

Thank you for taking the time to meet with me today to discuss the necessity that you conduct lab 
assignments in your chemistry class.  The following is a summary of our conversation:
n  It is important that you lead your students in conducting labs as an integral part of the chemistry 

curriculum.
n  As of March 18, your students have not participated in any labs in your chemistry class.  The district 

and state curriculum indicate that by now, your students should have conducted 8 such labs.
n  You will need to make up the 8 labs that you have missed and conduct the remainder of the labs as 

outlined in the district and state curricular requirements.

In the course of our conversation, I committed to relieving you from your hall monitoring duties in order 
to allow you time to plan and prepare for the chemistry labs.  

You committed to review the district and state curriculum, plan, prepare for, and conduct the 8 labs 
students missed by April 30, work with students after school to catch up on the curriculum, create a 
plan for how you will accomplish the other 4 labs by the end of the school year, and conduct all 12 of 
the required labs by the end of the school year.  You will also work with the science coach to adjust your 
pacing so that you will have time to both cover the material and conduct the labs.  Additionally, you 
committed to enrolling in curriculum training this summer at which you will adjust your course syllabus 
to accommodate the 12 labs for next year.

I will conduct an informal observation of your class each week and meet with you afterwards to discuss 
my observation notes as well as to review your lesson plans for the following week to provide you with 
feedback and to make sure that you remain on course.

I sincerely hope that as a result of these agreements, your chemistry students will all pass the district 
final exam and be prepared to enroll in AP chemistry the following year.

If you have any questions or concerns, my door is always open.

Sincerely,
Bob Boysenberry
Science Department Chair 
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Memorandum of Understanding Template
TO:  Teacher
FROM:  Instructional Leader
DATE:  Date
RE:  Follow up from our conversation dated 

DEAR MR. /MS. TEACHER:

Thank you for taking the time to meet with me today to discuss (general statement of the problem).  The 
following is a summary of our conversation:
n   (Specific statement of the problem)
n   (Data to support your assessment of the problem)
n   (Directive)

In the course of our conversation, I committed to (outline the support you agreed to provide).  

You committed to  (outline the action steps the teacher will take).

I will  (describe the follow up and accountability measures you will take 
including the date for each)

I sincerely hope that as a result of these agreements, we will  
(describe the desired state in terms of target teacher behavior and student achievement results).

If you have any questions or concerns, my door is always open.

Sincerely,
Instructional Leader

*Meet with the teacher to share this letter and ask the teacher to sign it.  Give one copy to the teacher and 
maintain one for your records.


