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Clinical and staff meetings



Clinical meetings
Communication between clinical team members is important to ensure a consistent approach to clinical care. Face-to-face meetings are preferable, however, alternatives such as communication books and electronic notice boards can be useful to consider clinical issues. 
Staff meetings
Regular discussions where all staff are encouraged to have input are important in building a high performing team. Research indicates that teamwork is important to a practice providing quality care. 
Meeting agenda and minutes
The use of an agenda to establish key topics for discussion is an ideal way of setting a framework for meetings. An agenda is a list of meeting activities in the order in which they are to be taken up. Ideally, practices will maintain a meeting agenda template with set agenda headings to be used for each meeting. It should be written in clear and explicit language, avoiding ambiguous words. Meeting agendas should be distributed to participants several days in advance of a meeting, minimally 24 hours, so that participants have the opportunity to prepare for the meeting and complete any pre-reading requested. 
Minutes, or discussion notes, should be taken during the meeting in order to keep an accurate record of what was discussed and any actions that need to be implemented. 

Recording meeting agendas and minutes will assist with continuous improvement activities and provide structure to practice meetings. Regular clinical and staff meetings contribute to practices meeting two indicators in the Standards, 1.4.1C and 4.1.1F
GPA has developed the following pro-forma agenda and meeting minutes framework to assist practices in establishing their own meeting documentation. 
For more information in regard to meeting the Standards, please refer to the 1.4.1 Consistent evidence based practice and 4.1.1 Human resource system GPA fact sheets.

AGENDA
(Staff meeting agenda example)
	Date:
	

	Chairperson:
	(Note the person responsible for chairing the meeting)

	Minutes:
	(Note the person responsible for taking notes)

	Present:
	(Note the names of people attending the meeting)

	Apologies:
	(Note the names of people unable to attend the meeting)


Items of Discussion (suggestions only):
	1.
	Previous Minutes

	2.
	Practice Manager Update 
Clinical meetings inclusion Principal GP / Practice Nurse Update

	3.
	Policy and Procedure Review

	
	a.
	(E.g. Changes to Practice Procedures)

	
	b.
	(E.g. Changes to the RACGP Standards)

	4.
	Administrative Matters

	
	a.
	(E.g. Complaints received / handled)

	
	b.
	(E.g. Office / Practice needs)

	5. 
	Work, Health & Safety

	
	a. 
	(E.g. recent WH&S incidents/accidents reported and managed)

	
	b. 
	(Clinical meeting e.g. Near misses, lapses or mistakes) 

	6.
	Continuous Improvement Ideas

	
	a.
	(E.g. Encouraging staff to provide ideas/feedback to improve the Practice)

	7. 
	Clinical meetings inclusion Clinical review

	
	a.
	(E.g. Specific patient consultations)

	
	b.
	(E.g. Changes to clinical guidelines)

	8.
	General Business

	
	a.
	(E.g. Special days such as charity/fundraising)

	
	b.
	(E.g. New staff)

	
	c.
	(E.g. Human resource updates)

	9.
	Upcoming Dates

	
	a.
	(E.g. Accreditation survey Visit)

	10.
	Next meeting: (Date)


MINUTES
(Staff meeting minutes example)
	Date:
	

	Chairperson:
	(Note the person responsible for chairing the meeting)

	Minutes:
	(Note the person responsible for taking notes)

	Present:
	(Note the names of people attending the meeting)

	Apologies:
	(Note the names of people unable to attend the meeting)


Items of Discussion (suggestions only):

	1.
	Previous Minutes

	
	(E.g. Read and accepted or note any amendments if required)

	2.
	Practice Manager Update / Principal GP / Practice Nurse Update

	
	(E.g. Name advised…)

	
	ACTION: (Note any actions to be taken or omit)

	3.
	Policy and Procedure Review

	
	a.
	(E.g. Changes to Practice Procedures)

	
	ACTION: (Note any actions to be taken or omit)

	
	b.
	(E.g. Changes to the RACGP Standards)

	
	ACTION: (Note any actions to be taken or omit)

	4.
	Administrative Matters

	
	a.
	(E.g. Complaints received / handled)

	
	ACTION: (Note any actions to be taken or omit)

	
	b.
	(E.g. Office / Practice needs)

	
	ACTION: (Note any actions to be taken or omit)

	5. 
	Work, Health & Safety

	
	a.
	(E.g. recent WH&S incidents/accidents reported and managed)

	
	ACTION: (Note any actions to be taken or omit)

	
	b. 
	(Clinical meeting e.g. Near misses, lapses or mistakes)

	
	ACTION: (Note any actions to be taken or omit)


	6.
	Continuous Improvement Ideas

	
	a.
	(E.g. Allows staff to provide ideas/feedback to improve the Practice)

	
	ACTION: (Note any actions to be taken or omit)

	7. 
	Clinical meetings inclusion Clinical review

	
	a.
	(E.g. Specific patient consultations)

	
	ACTION: (Note any actions to be taken or omit)

	
	b. 
	(E.g. Changes to clinical guidelines)

	
	ACTION: (Note any actions to be taken or omit)

	8.
	General Business

	
	a.
	(E.g. Special days such as charity/fundraising)

	
	ACTION: (Note any actions to be taken or omit)

	
	b.
	(E.g. New staff)

	
	ACTION: (Note any actions to be taken or omit)

	
	c.
	(E.g. Human resource updates)

	
	ACTION: (Note any actions to be taken or omit)

	9.
	Upcoming Dates

	
	a.
	(E.g. Survey Visit)

	
	ACTION: (Note any actions to be taken or omit)


	Meeting Closed:
	(Note approximate time meeting ended)

	Next Meeting:
	(Note date and time of next meeting)

	Chair:
	(Note the person responsible for chairing the next meeting)

	Minutes:
	(Note the person responsible for taking notes at the next meeting)
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