[image: ]


[bookmark: _GoBack]
AGENDA
	Department:


	Time of Meeting:


	Meeting Location:


	Participants:




	Aim of Team or Project:

	Time
	Item
	Aim/Action

	
	Clarify objectives
.

	Leader reviews objectives

	
	Confirm meeting roles
	Use meeting role cards to assist each member on expectation of that role


	
	Review agenda
	Leader quickly reviews agenda items. Time keeper tracks time for each item. Recorder tracks action items.

	
	Work through each agenda item
	Track action steps for each item to be completed (use action planning template)


	
	Review meeting record and action plan
	Recorder reviews with team



	
	Plan next agenda
	Leader and/or facilitator helps group create agenda items based on action plan and next steps

	
	Team assigns meeting roles for next meeting
	Team members decide on which roles they will take on for next meeting




image1.png
N T TA|

National Health Center Training
& Technical Assistance Partners
Clinical Workforce Development
A project of .. >,
Communr¢ty Health Center, Inc. o P-4 ®

\®g MOSES/WEITZMAN
and the Y caith System





