Operations meeting notes
Date: 
Site: 
Week reviewed: 
Present: 
Notes by: 
Safety
	Date
	Where
	What happened
	Type
	Corrective action
	Owner

	
	
	
	Incident / Near miss / Hazard
	
	



Last week's action items
	ID
	Item
	Owner
	Status

	
	
	
	Done / Rescheduled / Needs confirming



KPIs
	Measure
	Target
	Last week
	Week before
	Note

	
	
	
	
	Reason for any miss



Capacity and staffing
	Day or shift
	Forecast volume
	Staff needed
	Staff scheduled
	Gap and plan

	
	
	
	
	



Equipment and maintenance
	Equipment
	Problem
	Status
	Chased by
	Back in service

	
	
	Down / Running with issues
	
	



Supply, inventory and escalations
1. Issue, impact on the floor or customer, owner
Action items
	ID
	Item
	Owner
	Due
	Done looks like
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