School-Community Partnership Meeting Agenda Template and Task List
This resource:
is part of the California Homeless Education Technical Assistance Center’s School-Community Partnerships: A Toolkit for Working Together to Serve Children, Youth, and Families Experiencing Homelessness;
provides a sample school-community partnership meeting working agenda template with corresponding pre-meeting and post-meeting tasks; and
links to resources for more information.
About This Resource
This sample school-community partnerships meeting template and task list can be used and customized by local communities when planning and hosting school-community partnership meetings. It can serve as a draft working agenda for a single meeting, or as an agenda template for recurring meetings with standing agenda items like partner spotlights, partner referral instructions, and a meeting focal topic responsive to local ongoing or emerging needs. The agenda is timed for a 90-minute meeting but can be customized for different meeting lengths, as needed.
If convening multiple partner groups in a single meeting (e.g. K-12 education, homeless response, child welfare, and philanthropy), consider covering items of common interest for all partners in a plenary setting and holding breakout sessions to address partner-specific areas of interest, as needed, to make the best use of your partners’ time and maintain engagement by ensuring each partner feels connected to the meeting content and can identify a clear place in partnership work for their school or organization.
Following the draft working agenda are pre- and post-meeting task lists that can be used as a planning and tasking tool for partner meeting conveners. Links to additional information on planning and hosting school-community partnership meetings are also included. Bold text in dark blue enclosed in << >> indicates items that should be customized at the local level.
Sample Partner Meeting Working Agenda
<<San Diego County>>
<<School and Community Partners in Support of Youth and Families Experiencing Homelessness>>
<<Quarterly Partner Meeting>>
Draft Working Agenda
Meeting Date and Time: <<Add date and time>>
	Time
	Item
	Responsible

	7  min
	Welcome, introductions, and icebreaker/mindful moment
	<<add name(s) here>>

	6 min
	Context and level-setting, Q&A
· 3 min: Who are our partner group members? Why are we gathering? What do we hope to accomplish together?
· 3 min: Q&A, if needed
	<<add name(s) here>>

	12 min
	Education partner spotlight: <<San Diego County Homeless Education Program>>
· 7 min: An exploration of service eligibility and services/supports provided
· 5 min: Q&A and discussion) 
	<<add name(s) here>>

	12 min
	Community partner spotlight: <<YMCA Housing Our Youth (HOY) program>>
· 7 min: An exploration of service eligibility and services/supports provided
· 5 min: Q&A and discussion)
	<<add name(s) here>>

	10 min
	Other partner updates “from the floor” (can “pre-choreograph” a partner to “break the ice”, if desired) 
	<<add name(s) here>>

	5 min
	Cross-systems referral instructions
(Quick refresher on referrals across school and community partners and using the local partner inventory; see the HETAC’s School-Community Partnerships Toolkit webpage to download a sample partner inventory spreadsheet.)
	<<add name(s) here>>

	30 min
	Quarterly focal topic (TBD; <<add focal topic>>)
(Can include internal or external presenters, facilitated discussion and Q&A, breakout discussions, etc.)
	<<add name(s) here>>

	8 min
	Closeout
· <<Add closeout and adjourn items here, which may include the following and/or other bullets>>
· Check-out questions
· Mark your calendar for our next meeting
· Next steps and follow-up tasks
· Live partner inventory updating
· Adjourn
	<<add name(s) here>>



Sample Pre-Meeting Task List

	Item
	Responsible
	Timeline

	Schedule quarterly meeting date
	<<add name(s) here>>
	<<add timeline here>>

	Set up in-person meeting space or online meeting space via Zoom or another virtual platform
	<<add name(s) here>>
	<<add timeline here>>

	Send a “heads up”  meeting reminder to partner Google group or e-mail list
· Include tentative meeting agenda highlights
· Share that a calendar appointment will soon follow
· Encourage partners to add interested colleague(s) to the appointment once received
	<<add name(s) here>>
	<<add timeline here>>

	Create calendar invitation, add meeting login information, and send to partner Google group or e-mail list
	<<add name(s) here>>
	<<add timeline here>>

	Draft and finalize agenda
	<<add name(s) here>>
	<<add timeline here>>

	Reach out to and confirm presenters (partner spotlights, focal topic presenter(s)?, others?)
	<<add name(s) here>>
	<<add timeline here>>

	Draft and finalize meeting slides
	<<add name(s) here>>
	<<add timeline here>>

	Hold a preparation meeting with presenters/facilitators, if needed
	<<add name(s) here>>
	1-2 weeks prior to meeting 

	Send meeting reminder to partner Google group or e-mail list
	<<add name(s) here>>
	3 days prior to meeting

	Host and record meeting
	<<add name(s) here>>
	<<add timeline here>>

	<<Add other tasks here>>
	<<add name(s) here>>
	<<add timeline here>>



Sample Post-Meeting Task List

	Item
	Responsible
	Timeline

	Add all new attendees to the partner Google group or e-mail list
	<<add name(s) here>>
	<<add timeline here>>

	Send meeting follow-up message to the partner Google group or e-mail list
(Could include a meeting recording link, meeting slides and other handouts, link to partner inventory with reminder to update, items mentioned and requested during the meeting, <<add other items?>>)
	<<add name(s) here>>
	<<add timeline here>>

	<<Add other tasks here>>
	<<add name(s) here>>
	<<add timeline here>>
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