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Learning and School Effectiveness Service
Event title
Date:
Time:

Venue: (full address and postcode)
AGENDA
	Timings
	Agenda items

	Facilitator(s)

	
	Welcome
Apologies

Minutes

Matters arising 


	

	
	
	

	
	
	

	
	
	

	
	AOB

To …. in advance please

	

	
	Reflection and completion of evaluation form


	

	
	Dates, venues and main items of next meetings

	


Any further notices:
For example

· equipment to bring

· pre event tasks

· parking arrangements 

· information to find in advance
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