Staff meeting notes
Date: 
Present: 
Absent: 
Run by: 
Notes by: 
Recognition
1. Name, and what they did
Last meeting's action items
	ID
	Item
	Owner
	Status
	Note

	
	
	
	Done / Rescheduled / Needs confirming
	



Schedule and coverage
	Date or shift
	What
	Covered by

	
	Holiday, closure, open shift, time off
	Name, or Open



Policy and procedure changes
	Change
	Starts
	Ask

	What changes, in one sentence
	Date
	Name



Issues staff raised
	Issue
	Raised by
	Owner
	Reply by

	
	
	Name, or No owner yet
	



Training due
1. Training, who, deadline
Staff questions
1. Question, and the answer or who will find out by when
Action items
	ID
	Item
	Owner
	Due
	Done looks like
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