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POLICY STATEMENT: General staff meetings are to be held at least monthly and staff attendance is
required at a minimum of 75% of the meetings held during any given calendar year.

PURPOSE: The purpose of this policy is to facilitate two-way interaction between staff and administration; to
share current information, new policies and procedures; and to provide updates on departmental operations.

PROCEDURE:

1. Staff meetings are held on a regularly scheduled day so as to provide consistency for staff and
scheduling of patient and client visits.

2. All staff are required to attend, with the exception of appropriate persons to cover necessary functions.

3. Minutes are taken and emailed out or posted within five business days following the meeting. A paper
copy is saved within Compliance.

4. Staff who are not in attendance of a meeting are required to review the meeting minutes and sign
acknowledgment that they have reviewed and understand the meeting minutes.

5. An agendais emailed to staff one week prior to each meeting. During this time, any staff member may
request additional items to be added to the agenda.

6. Meetings begin on time at the scheduled time and last no more than 1-1.5 hours.
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[Your Committee or Workgroup]

Date | time [Date | time]| Location [Location]

In Attendance

List attendees

Absent:

Approval of Minutes

The minutes were read from the August meeting and approved.

Topic List Topic Here Presenter

Discussion:

Conclusion:

Topic List Topic Here Presenter

Discussion:

Conclusion:

Topic List Topic Here Presenter

Discussion:

Conclusion:

Committee Reports

Committee reports

Announcements

Enter Announcements

Next Meeting

Date | time, Location

Motion to adjourn was made at 9:00 p.m. and was passed unanimously.



[Your Committee or Workgroup]

i

;§ Meeting called by [Meeting called by]
% Type of meeting [Type of meeting]
|
|

| Facilitator [Facilitator]

Date | time [Date | time]l Location [Location]

Attendees [Attendees]
‘ Please read [Please read]

% Please bring [Please bring]

Agenda ltems

Topic Presenter Time allotted
0 [Topic] [Presenter] [Time]
U [Topic] [Presenter] [Time]
0  [Topic] [Presenter] [Time]
0 [Topic] [Presenter] [Time]
O  [Topic] [Presenter] [Time]
O [Topic] [Presenter] [Time]
O [Topic] [Presenter] [Time]

Other Information

Observers [Observers]
Resources [Resources]

Special notes [Special notes]
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Department:
Deprtarment Staff Meeting  Date:
Please review the attached nurses meeting minutes. Sign once you have read and understand these minutes.

Director:
Supervisor/Trainer:

Employees

Print name Signature Date

1)

2)

3)

4)

5)

6)

7)

8)

9)

10)

11)

12)




