Buckley School
Parent Advisory Group (tentative name)
Third Meeting
Wednesday, December 16, 2015
6:30 – 8:15 pm
[bookmark: _GoBack]FOR REVIEW  
Attendance: 

Present: Trisha Bourcier (teacher), Luis Calderon (parent), Loretta Caparas (parent), Matt Daly (principal), Doug Edwards (consultant for MPS), Kayle Gagnon (parent), Joy Milvae (parent), Scott Ratchford (Director of Family and Community Engagement), Amy Sommerville (parent), Megan Staples (parent), Sean Webster (Coordinator, Family Resource Center)

Handouts for the meeting:
· Agenda – provided by Matt Daly
· New Dates for Parent Advisory Group [tentative name] meetings – provided by Matt Daly
· 2-page Handout to support discussions of leadership structure, norms and procedures – provided by Scott Ratchford
· Minutes from prior meeting (in lieu of minutes) – provided by Amy Somerville and Megan Staples

Overview:
The meeting focused on establishing norms and procedures for the work of the group. 

Meeting notes:
The group review meeting dates for the remainder of the 2015-2016 school year. 
Jan 19, Feb 23, March 22, April 19, May 31, June TBD

The minutes from the previous meeting were shared. 

Discussion topics
Note that the letters correspond to the list on the attachment from Scott Ratchford. 

a. Group name 
Suggestions include
B-CATS
BEAT
action item: decide name 

[bookmark: OLE_LINK21][bookmark: OLE_LINK22]b, c, e. Roles/Leadership/Membership 
The group had previously decided on a flat structure with rotating roles to support the work. 
Needed roles and description Action item: descriptions of roles to be vetted by group. One thing that needs attention is whether there are different roles and responsibilities for parents vs teachers vs administrators as participants/members of this group.
Facilitator – The facilitator responsibilities include ensuring the dialogue continues and that all members are given the opportunity to speak. The facilitator also attends to the time and group norms, although all members are responsible for this as well.
Facilitator role should rotate every 4 – 6 meetings. 
For the next meetings, it was decided Loretta and Matt would co-facilitate, and at future meetings, Loretta would facilitate.
Some discussion was had as to whether all members of the committee could serve as facilitators, or non-executive members. 

Secretary- The responsibilities of the secretary are to create a record of meetings, communicate with the group (to ensure accuracy of the records), and share internally and publically the appropriate documents in a timely manner. 
For the next meetings, it was decided that Amy and Megan would be co-secretaries.
It was decided that the group would use google drive/google docs for its internal communications and organization of documents.

Clarification is needed as to whether the secretary writes up and shares the agenda for the next meeting based on the previous meeting. 

All Members – The responsibilities of the members of the group is to engage in deliberative discussions around topics important to the broader school community. The members are responsible for gathering input and information from the broader community, with a focus on eliciting input from parents. The members are also responsible for sharing information with the broader community, with a focus on communicating with parents, but also other community members. See notes below regarding communication. 

Revisit: Moving forward, what should the composition of the group be? It is now 12 parents, 2 building administrators, 2 teachers, and 1 Sean [[sorry Sean – I had no idea how to describe your role!] That’s 17.
What set of people needs to be at the table to engage the conversations and do the work that the group needs to do?
Do we want to ideally max at 15? Does that mean 10 parents and 5 non-parents?
Do we want to ideally have a community member? Past parent?
Do we want to ideally have parents for students at all grade levels? Or just build with an eye to that?
Do we want to be sure to have a group that represents the demographics of the school? 

f. Meetings/Schedule
Frequency The group had decided on regularly face-to-face meetings (monthly).
There was a suggestion that sub-committees could be organized to work on specific topics. These could meet outside of the monthly meetings.

Duration The group discussed the importance of adhering to the decided meetings times. We decided on 90-minute meetings with the leeway to go 10 minutes after the ending time. The facilitator will check in at least 5 minutes prior to the end of the meeting if the facilitator thinks the group needs to/would like to extend the time up to 10 minutes. Group consensus will determine whether the discussion being had can wrap up in that amount of time, or whether it needs to be continued at a later time. Meetings may not run more than 10 minutes over. 

c. Communication and Agenda Setting
The agenda is set in advance of the meeting. There was some discussion about the group deciding this, but the process wasn’t specified, particularly in cases where there may be multiple agenda items proposed and not all can be taken up.
Questions: How are discussion topics decided? How do we prioritize?
Action item: this process needs to be decided. 

Internal communication 
The secretary will take notes and meeting minutes are posted to google drive within 10 days of the meeting.  Members can review minutes electronically and suggest updates, or propose revisions/additions at the next meeting. 

External communication 
External communication is needed to both share information and elicit information. 
In the discussion, various suggestions were made:
Suggestions for how to elicit input include:
· google forms or survey monkey (surveys)
· town hall meetings 
· talking with other parents/guardians
· having liaisons attend other meetings (e.g., PTA)

Suggestions for sharing and disseminating information include: 
· emails (through Matt, or have a sign up for PAG communications)
· Buckley Bobcat Newsletter
· having liaisons to other groups, potentially attending other meetings (e.g., Climate Committee, PTA)
· posting to Buckley School website

Mike Kolz volunteered to help get the word out about the group to other community members. 

Decision: Minutes are posted on school website by principal or designee.
Action item: Need to decide: When do the minutes get shared with larger community? Should be after vetted on some level, but not take too long.
No other decisions were made about regular modes of communication. 

g. Outcomes 
We did not discuss this at the December meeting. From the November meetings, the notes Scott shared indicated that the group could provide “informal guidance” to the school leadership and could offer a position statement, supported by a vote, when the group felt that was needed.
Action item: Revisit in the future. Need to clarify who is the audience of the informal guidance and how the “informal guidance” is communicated (e.g., a written document? Dialogue?), what kind of consensus must be in place for something to be offered as informal guidance, who can vote, when voting occurs (e.g., how many members must be present?)

Norms 
Doug Edwards led the discussion about group norms. 
Many suggestions were made.

This is a list compiled from the set of suggestions regarding the norms.
Action item: Members should make sure that their ideas were captured in this list 

· listening
· trust - think about confidentiality** 
· respectfully disagree/ “don’t take things personally”
· respect people’s time and commitment
· start on time/end on time
· we agree that 5 minutes before end time, the facilitator would check in to see if we should continue past the end time. We will go not later than 10 minutes past end time
· all are obligated to share thoughts
· all are obligated to listen and hear others’ thoughts
· respect personal space, physical boundaries 
· be succinct - to the point 
· be aware of others and yourself - how you are influencing and participating in the group 

** this may be an idea we need to revisit as we go

How we will monitor the norms?  
We also agree to revisit norms. 
We can have this as a periodic agenda item.
We could also do a “check in” at the end of the meeting. We check in at the end, discussing what norms we did well with, and if there are some we need to focus on the next time.
Another idea was to have the norms posted on the wall during meetings
Could also be written at the bottom of the Agenda for each meeting. 

Doug also emphasized that the group would likely want to find ways to learn more about each other, as that would help us know where each other was coming from in discussions. He posed the questions, “how do we get a little deeper? Build trust? Know each other better?”

There generally was also support for this idea and Mike Kolze volunteered to lead the group with those.

Next meeting 
The group agreed to turn attention to the school improvement plan (SIP) at the next meeting to brainstorm topics for discussion. Based on discussion, this is a tentative list for an agenda for next meeting.

· ice breaker/team building
· review of minutes
· revisit issues raised in meeting 1 and SIP; begin to set agenda for group’s work this spring
· tech check – seeing if we can get everyone online with access to google docs
· norms check in
· setting agenda for next meeting
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