Minutes of the teachers’ council
	Meeting
	

	Date and time
	

	Place / link
	

	Minutes taken by
	

	School
	[ ]

	Type of meeting
	grading / review / staff

	Chaired by
	[ ]

	Present
	[ ] teaching staff · Excused: [ ]


Summary

Participants
[Name] — [role]
[Name] — [role]
[Name] — [role]
Agenda



Results and attendance
	Class
	Results
	Absence
	Notes

	
	
	
	

	
	
	
	


Educational measures
	Pupil / class
	Measure
	Reason

	
	
	

	
	
	


Organisational matters


Decisions


Action items
	Owner
	Task
	Due

	
	
	

	
	
	

	
	
	


Next meeting


Minutes taken by: ______________   Date: __________
Head teacher: ______________
Template from www.minutesmaster.ai — or let MinutesMaster write these minutes from your recording.




