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Academy Design Team (ADT) Meeting Agenda & Action Plan
	Date:
	[Click to add date]	Time:
	
	Duration:
	90 minutes


	Academy:
	

	Attendees:
	



Meeting Purpose
Plan work-based learning that moves every student from career awareness to exploration to preparation while building their aspirations, skills, and connections.

How to Use this Agenda
Use the guiding questions to help your team build a WBL plan and calendar, map the WBL Continuum, and plan how participation will be tracked.

Readiness Check-In
1. Has the ADT identified who will coordinate WBL (e.g., a WBL coordinator or ADT member)?
☐ Yes  ☐ No — identify a coordinator during this meeting.
WBL coordinator:
	· 



Before the Meeting
Review the Work-Based Learning section of the YOP Guide, WBL Key Concepts, WBL Activity Definitions, and the Launch Year WBL Plan & Calendar Template. Bring the school calendar and a list of current partners and advisory board members. Come prepared to discuss WBL activities by grade and how participation will be tracked.

ADT Meeting
1. Build a WBL Plan & Calendar
0:00–0:15
4.1.a Strategic Action (Evidence resource: WBL Plan & Calendar Template)
Discuss
· When during the school year will WBL activities take place?
· Who will coordinate WBL, and what roles will educators, the advisory board, and industry partners play?
· When will the ADT review and update the plan each year?
· What logistics need to be in place (e.g., transportation, permission forms, district approvals)?
Decide
	· Annual plan review date:

	· Roles of educators, advisory board, and partners:

	· Logistics to resolve:



	Action
	Assignee
	Due Date
	Evidence

	Draft the WBL Plan & Calendar for at least the Launch Year grade level
	
	[Click to Add]	[WBL Plan & Calendar Template]



2. Plan the Full WBL Continuum
0:15–0:30
4.1.b Strategic Action (Optional evidence: add note)
Discuss
· Which WBL Continuum activities will students complete in each phase?
· How will activities build from one grade to the next (e.g., a worksite tour in 9th grade, a job shadow in 10th)?
· Which partners could co-lead a Partner Engagement Project (e.g., a KnoPro Challenge)?
Decide
	· Career awareness activities:

	· Career exploration activities:

	· Career preparation activities:



3. Build Aspirations, Skills & Connections
0:30–0:45
4.1.c Strategic Action (Evidence: add note)
Discuss
· How will WBL help students explore careers and map a plan for at least one career path?
· How will students build the 6 Future Ready Skills and get feedback from professionals?
· How will each student build at least three professional connections?
Decide
	· Career exploration and planning:

	· Future Ready Skills feedback:

	· Professional connections:



4. Use Student Voice
0:45–0:50
4.1.d Strategic Action (Evidence: add note)
Discuss
· How will the academy gather student interests and feedback (e.g., surveys, WBL reflection forms)?
· How will that input shape WBL activities?
Decide
	· Student input method and timing:



	Action
	Assignee
	Due Date
	Evidence

	Add continuum, outcomes, and student voice notes to the WBL Plan & Calendar Template
	
	[Click to Add]	[WBL Plan & Calendar Template]



5. Track and Ensure WBL Participation
0:50–1:05
4.2.a & 4.2.b Strategic Actions (Evidence: add note)
Discuss
· What tool will the academy use to track participation once students enroll (e.g., NAF’s WBL Participation Tracker, where students log WBL activities online)?
· Who will review the data, and how often?
· How will activities be scheduled so every student can take part at least once each year?
· How will the academy follow up with students who miss an activity?
Decide
	· Tracking tool:

	· Data reviewer and review schedule:

	· Follow-up plan for missed activities:



	Action
	Assignee
	Due Date
	Evidence

	Choose a tracking tool and add the tracking plan to the WBL Plan & Calendar Template
	
	[Click to Add]	[WBL Plan & Calendar Template]



6. Plan for NAFTrack Career Preparation & Senior Completion
1:05–1:20
4.2.c & 4.2.d Strategic Actions (Optional evidence: add note)
Discuss
· Which experiences could qualify for the NAFTrack Certification career preparation activity (e.g., internships, clinicals, apprenticeships)?
· Which partners could offer these experiences?
· What support will students need to reach the preparation phase?
· How will the academy confirm by junior year that each student is on track for two phases?
Decide
	· Qualifying experiences and partners:

	· Junior-year progress check:



	Action
	Assignee
	Due Date
	Evidence

	Document the career preparation and two-phase completion plan
	
	[Click to Add]	[WBL Plan & Calendar Template]



7. Strategic Action Progress
1:20–1:30
Capture decisions made during the meeting and any needed follow-up. Add an owner and due date for each action.
	Strategic Action
	Status
	Assignee
	Due Date

	4.1.a WBL Plan & Calendar
	☐ Complete ☐ Underway ☐ Not Started
	
	[Click to Add]
	4.1.b WBL Continuum
	☐ Complete ☐ Underway ☐ Not Started
	
	[Click to Add]
	4.1.c Aspirations, Skills & Connections
	☐ Complete ☐ Underway ☐ Not Started
	
	[Click to Add]
	4.1.d Student Voice
	☐ Complete ☐ Underway ☐ Not Started
	
	[Click to Add]
	4.2.a Track Participation
	☐ Complete ☐ Underway ☐ Not Started
	
	[Click to Add]
	4.2.b Annual Participation
	☐ Complete ☐ Underway ☐ Not Started
	
	[Click to Add]
	4.2.c NAFTrack Career Preparation
	☐ Complete ☐ Underway ☐ Not Started
	
	[Click to Add]
	4.2.d Two WBL Phases
	☐ Complete ☐ Underway ☐ Not Started
	
	[Click to Add]


Before You Finish
☐ Every outstanding action has an assignee.
☐ Every outstanding action has a due date.
☐ Required evidence has been identified.
☐ Evidence is saved or will be saved in the designated location.
☐ The Action Plan has been updated.
Meeting Notes / Decisions
	· 

	· 


Next Steps
Use the YOP Guide and Action Plan to continue the work. Return to this agenda or section as needed. 
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