Draft Pro forma

For Development Of Your Health Service’s Own Policy

(Insert Health Service Name Here)

Staff Meetings
......HS depends on co-operative team work to fulfil its service obligations to the communities it serves. Staff meet regularly to discuss service delivery issues, complex client issues, and provide support to each other in their work. 

This process allows training and education needs to be identified and organised internally or through appropriate external bodies so that propositions can be put to the health board for its consideration. 

Attendance by all staff is compulsory.  Staff are encouraged to raise issues (including housekeeping matters, clinical cases, and public health issues) for discussion at staff meetings. A copy of the minutes is kept on file.

Meetings are 

Held in work time...........on _ _ _ _ _ _ (specify day) at _ _ _ _ _ _ (specify time). 

Coordination 

A decision is taken at each meeting as to who will coordinate and chair next meeting. 

Process

· Place notice on notice board with invite for all staff to add agenda items.

· Remind staff days prior.

· Prepare agenda items.

Staff Meeting Agenda

1. Introduction by Chair 

2. Minutes taken by :

3. Review of last minutes- corrections

4. Attendance list and apologies

5. New staff

6. Health & Safety issues

7. Quality Improvement Activity

8. News items

9. Other Business

10. Next meeting date and who to coordinate.

