Staff Meeting Minutes
	Organisation / location
	

	Date
	

	Time (start and finish)
	

	Location (or video platform)
	

	Led by
	

	Minutes taken by
	

	Present
	

	Apologies
	

	Circulated to
	



1. Welcome and purpose
[One line. Note any guests or new staff being introduced.]

2. Actions from last meeting
[Go through the previous action list. Record each as done, in progress or dropped. Do not re-discuss finished items.]

3. Announcements
[Items that need no discussion: dates, closures, visitors, changes to suppliers or systems. One line each.]

4. Department or area updates
[A short update from each area. Record the state of things and anything that affects other areas, not the whole report.]
Front desk / reception:
Clinical / operations:
Finance / admin:
Other:

5. Policy and procedure changes
[What is changing, from when, and where the written policy lives. This is the section people look up later.]
Change:
Effective from:
Where documented:

6. Staffing and schedules
[Rota changes, leave cover, holidays, vacancies, new starters and leavers. Keep personal details out.]

7. Training and compliance
[Upcoming training, who is due to renew what, and any audit or inspection dates.]

8. Recognition
[Thanks and wins by name. Short, specific and in the minutes so it is on the record.]

9. Open floor
[Questions and concerns raised by staff. Record the question and the answer, or that it was taken away with an owner.]

10. Next meeting
[Date, time and who leads it.]

Action items
	No.
	Action
	Owner
	Due
	Status

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Policy changes announced
	Change
	Effective from
	Where documented
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