Staff Meeting Agenda
	Organisation / location
	

	Date and time
	

	Finish by
	

	Location (or video platform)
	

	Led by
	

	Notes by
	

	Invited
	

	Sent on
	



1. Purpose and timing
[One line on what this meeting needs to achieve, and the hard finish time. Staff meetings overrun when nobody has said when they end.]
Objective:
Finish by:

2. Actions carried over
[The open actions from last time, each with its owner. Five minutes: done, in progress or dropped. No re-discussion.]

3. Announcements
[Dates, closures, new starters, supplier or system changes. Read out, not discussed. Put the written detail in the agenda so people can refer back.]

4. Updates by area
[Two or three minutes per area, led by the person responsible. Only what affects other people.]
Front of house / reception:
Operations / clinical:
Admin / finance:
Other:

5. Main topic
[The one item this meeting is really for: a process change, a problem to solve together, a walk-through of something new. Owner and time stated. Choose from the topic bank if nothing is pressing.]
Topic:
Owner:
Time:
What we need from staff:

6. Decisions needed
[Anything the group is being asked to decide, with the options. If the decision is really the manager's, say so and ask for views instead.]

7. Staff questions and open floor
[Time-boxed, with the finish time stated. Staff can add questions under this heading before the meeting.]

8. Recognition
[Thanks and wins by name. Two minutes, near the end, so the meeting closes well.]

9. Close and next meeting
[Read the action list aloud, confirm who gets the notes, and set the date.]
Next meeting:
Main topic next time:
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Topic bank (ideas for future main topics)
	Topic
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