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Building a Class Meeting Plan in Five Blocks: Goals,

Agenda, Roles, Supplies, Details

When writing the plan for a class meeting themed I Learned to Swim, do not start
with the title. Set up five blocks first: meeting goals, meeting agenda, role
assignments, supply list, and operating details for the three segments. Write each

block clearly, then assemble them into a plan anyone can execute.

Write the goals block as two or three checkable behaviors, not slogans. A line
like swimming is important cannot be checked. Replace it with every student can name
one difficulty from learning to swim and the way it was overcome, and every student
writes one specific encouragement card. After the meeting, compare the results with

the goals and you know whether the meeting worked.
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Arrange the agenda block by minutes. A class period lasts forty—five minutes. Try
this split: opening two minutes, growth story sharing fifteen minutes, poetry
recitation eight minutes, exchange of encouragement cards ten minutes, teacher
summary five minutes, forty—two in total, with three minutes held in reserve. Put the
length and the owner in brackets after each segment, and any overrun becomes obvious

during execution.

Each of the three segments needs fixed rules. For story sharing, pick three
speakers in advance: one who feared water, one whose movements were uncoordinated,
one who kept going the longest. Different starting points keep the stories from
sounding alike. Give each speaker an outline card with three prompts: what was
hardest at first, how it was passed, what I can do now, and keep each talk inside two
minutes. For the recitation, print the poem in large type, name one lead reader, and
mark the lines the whole class reads together so nobody drifts off. For the card
exchange, fix three things: cards stay anonymous, class officers collect them into
one box, and the host reads ten cards drawn at random, then the cards are delivered

after class.

Write names in the role table, not titles. Class officers take charge means
nobody takes charge. Write it as: the monitor runs the clock, two hosts each run one
segment, the logistics officer buys cards and pens, the publicity officer copies the
poem. Prepare supplies three days early: one card per student plus ten spares, pens,
printed poems, a timer, a spare microphone. Add one line at the end: the logistics

officer checks and signs off the day before.

After assembling the five blocks, read the whole plan once and check two things:
every segment has a named owner, and every rule can be carried out without further

explanation. Pass both checks and the plan is ready.
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