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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
Build a prepared and collaborative Academy Design Team (ADT) with the leadership, roles, and support needed to design and launch the academy.
How to Use this Agenda
Use the guiding questions to help your team align on purpose, clarify goals, and build strong team dynamics.

YOP Kickoff Check-In
Has the YOP Kickoff happened? 
☐ Yes  ☐ No — needs to be planned (contact your Portfolio Manager to schedule)
If completed:
Kickoff date: [Click to enter a date]

Before the Meeting
Review the Team Building & Leadership section of the YOP Guide and the ADT Prep Guide. Come prepared to discuss your academy purpose, team, leadership, and goals.

ADT Meeting
1. Academy Design Team Onboarding
0:00–0:20
Welcome & Shared Vision
Review
· The purpose and role of the Academy Design Team (resource: ADT Prep Guide).
· What a successful academy experience should look like for students.
Discuss
· Why are we creating this academy?
· What do we want students to gain from the academy experience?
· What does success look like for our students, school, and community?
· What strengths and perspectives does each team member bring?
· What do we need to learn or clarify before we begin?
Decide
Shared goals/priorities:
	· 

	· 

	· 


Questions or topics to revisit:
	· 

	· 



2. Establish Academy Leadership
0:20–0:35
1.4.a Strategic Action (Evidence resource: Academy Team Roster)
Discuss
· Who will manage the academy?
· The Academy Lead serves as the primary liaison with NAF and leads a multi-disciplinary academy team. 
· What support will they need?
Decide
Academy Lead:
	· 

	Action
	Assignee
	Due Date
	Evidence

	Finalize Academy Lead and responsibilities
	
	[Click to Add]	[Academy Team Roster]



3. Designate College & Career Readiness Leadership
0:35–0:45
1.4.b Strategic Action (Evidence resource: Academy Team Roster)
Discuss
· Who will oversee college and career readiness?
· What will this person be responsible for?
· How will this role connect with the ADT, curriculum, and WBL?
Decide
CCR Lead:
	· 



	Action
	Assignee
	Due Date
	Evidence

	Confirm CCR lead and responsibilities
	
	[Click to Add]	[Academy Team Roster]



4. Establish the ADT & How the Team Will Work Together
0:45–1:00
1.5.a Strategic Action (Evidence resource: Academy Team Planning Calendar Template)
Discuss
· Who needs to be part of the ADT (more than three members, e.g., administrator, counselor, core and career teachers)?
· How often will the team meet, and when?
· What standing agenda items will keep planning focused on student success (e.g., student outcome data, cross-course connections and projects, college and career readiness activities, academy goals)?
· How will decisions and next steps be tracked?
Discuss: ADT Norms & Shared Folder (Recommended)
· What norms will guide ADT meetings (e.g., share the agenda in advance, start on time, decide by consensus)?
· How will team members communicate between meetings (e.g., email, Teams, group text)?
· Where will agendas, notes, and evidence be saved, and who will manage the shared folder?
Decide
	ADT Members / Roles (Academy Team Roster):

	Meeting cadence, day & time:

	Standing agenda items:

	Decision & next-step tracking:

	Team norms & communication method:

	Shared folder location & manager:



	Action
	Assignee
	Due Date
	Evidence

	Establish regular ADT planning process
	
	[Click to Add]	[Academy Team Planning Calendar or recent agenda/minutes]

	Set up ADT norms and shared folder
	
	[Click to Add]	[Recommended – no evidence required]



5. Identify Professional Learning Needs
1:00–1:10
1.5.b Strategic Action (Evidence resource: Professional Learning Template)
Discuss
· What does the ADT need to learn before launch?
· Which NAF or CTE professional learning opportunities would help (e.g., NAF Next 2027 — July 19-22, Anaheim, CA)?
· Who should participate?
· How will participants share learning with the team?
Decide
Professional learning priorities:
	· 

	Action
	Assignee
	Due Date
	Evidence

	Register team members for selected professional learning and log sessions
	
	[Click to Add]	[Professional Learning Template]



6. Build Leadership Support & Advocacy
1:10–1:20
1.4.c Strategic Action (Evidence resource: Leadership Support & Advocacy Template)
Discuss
· Which district, school, and academy leaders need to understand and support the academy?
· How will leaders promote the academy in the school and community (e.g., social media, events)?
· How will leaders share impact stories or data to increase support and advocacy?
· Where can leaders share college and career readiness best practices (local, state, or national)?
Decide
Leadership support & advocacy activities:
	· 

	Action
	Assignee
	Due Date
	Evidence

	Complete leadership support/advocacy activity
	
	[Click to Add]	[Leadership Support & Advocacy 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

	1.4.a Academy Leadership
	☐ Complete ☐ Underway ☐ Not Started
	
	[Click to Add]
	1.4.b CCR Leadership
	☐ Complete ☐ Underway ☐ Not Started
	
	[Click to Add]
	1.5.a ADT Planning Process
	☐ Complete ☐ Underway ☐ Not Started
	
	[Click to Add]
	1.5.b Professional Learning
	☐ Complete ☐ Underway ☐ Not Started
	
	[Click to Add]
	1.4.c Leadership Support & Advocacy
	☐ Complete ☐ Underway ☐ Not Started
	
	[Click to Add]
	Norms & Shared Folder (Recommended)
	☐ 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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