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ACCOUNTABILITY ACTION PLAN Module one

Use this model meeting agenda to make your meetings more 
productive and to hold everyone at the meeting accountable to the 
meting outcomes and goals. 



ACCOUNTABILITY ACTION PLAN Module one

WEEKLY LEADERSHIP TEAM 
MEETING PROTOCOL

Glossary:    To-do: A 7-day action item
Rocks: A 90-day priority -The 3-7 most important things that must get done in the next 90 
days. 
IDS: Identify, Discuss, Solve. The process by which you resolve issues during meeting. 

Who: The Leadership Team

Where: The Main Office Conference Room

Duration: 90 minutes

Frequency: Every Week

Agenda: Segue     5 minutes
  Scorecard    5 minutes
  Rock Review    5 minutes
  Student/Teacher Headlines  5 minutes
  To-Do List    5 minutes
  IDS     60 minutes
  Conclude    5 minutes

Segue: Everyone shares one win for the week

Scorecard: Review the 5-15 most important numbers in your school to determine whether you are 
on track. Any number that indicates an area where you are not on track goes onto the issues list. 
These may be test scores, classroom visits, suspensions, etc. Determine what are the 5-15 numbers 
that show you the health of your school. This is not the time to discuss the numbers. Simply indicate 
whether or not you are on track. 

Rock Review: Each person reports whether his/her rock is on track or off track. No discussion. If a 
rock is on track (meaning the owner feels that he or she will accomplish it by the end of the quarter) 
move to the next rock. If a rock is off track, it goes on the issues list. 
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Student/Teacher Headlines: Share short stories about any teacher or student news for the week. For 
example, “Mrs. Flintstone is engaged!” or “Bart Simpson’s parents are getting a divorce to keep an eye 
out on him.” The good news is a time to celebrate. Bad news is either FYI or it may need to go on the 
issues list.

To Do List: Review all the to-do’s from last week.  Quickly go through the list and either mark it “done” 
or “undone.”  If it is done, strike it from the list. If it is undone, leave it on the list. No to do should 
remain on the list for more than 2 weeks. 

Issues List: Prioritize your issues by determine the top 3. Go to work on issue number one and work 
on it alone until it is solved. Any plan of attack generated from the discussion goes on the To do list and 
is assigned an owner. 

Conclude: Recap the to-do list and make sure that each action item has an owner. Then, discuss 
whether any messages need to communicated to other stakeholders based on the decisions made in 
your meeting. If so, determine how you will communicate them. Then, have everyone rate the meeting 
at the end on a scale of 1-10. The goal should be an 8 or better for each meeting.


