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Disclaimer 
 
Please be advised that this resource has been prepared by the Aboriginal Health and 
Medical Research Council of NSW (AH&MRC) to broadly meet the needs of AH&MRC’s 
Member Organisations. This resource is a general guide and will need to be amended to 
suit your particular organisation. 
 
AH&MRC cannot guarantee that this resource will meet all the requirements of your 
individual organisation and may not be relevant to particular patients or their circumstances. 
AH&MRC strongly recommends that you undertake your own independent skill or 
judgement or seek appropriate professional advice relevant to their own particular 
circumstances when so doing.   
 

INTELLECTUAL PROPERTY AND COPYRIGHT  
Unless otherwise expressly stated, the copyright of this resource is owned by AH&MRC. 

This resource may only be used by AH&MRC’s Member organisations and cannot be 

used for any other purpose or by any other organisation or group. 

 

This resource must not be published or replicated without AH&MRC’s written permission. 

All other rights are reserved.  

 
LIMITATION OF LIABILITY 
AH&MRC takes reasonable steps to maintain the accuracy of information available in this 

resource, however, some or all of the information is current at the date of the first 

publication, and may, from time to time, be amended, or become superseded or otherwise 

inaccurate. AH&MRC is not responsible for ensuring that the information contained within 

this resource is accurate, current, suitable or complete, and offers no guarantee that this 

resource will meet your organisation's or particular patients needs. 

Accordingly, where conditions and warranties implied by law cannot be excluded, the 

AH&MRC limits its liability where it is entitled to do so. Otherwise, AH&MRC, its 

employees and agents are not liable for any loss or damage (including consequential loss 

or damage) to any users of this resource, however caused, which may arise directly or 

indirectly from this resource. 

GOVERNANCE AND IMPLEMENTATION 
This resource should be reviewed and endorsed in accordance with the organisation’s 
governance and document control processes prior to implementation. 
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Team Meeting Agenda & Minutes 
 

Date:  

Time:  

Location:  

Chair:  

Minute Taker:  

Meeting Purpose:  

Quorum Achieved:  ☐ Yes  ☐ No 

Meeting Agenda 
Agenda Item Discussion / Decisions 
1. Acknowledgement of Country  
2. Welcome and Introductions  
3. Attendance, Apologies & 
Visitors 

 

4. Confirmation of Previous 
Minutes 

Accepted / amendments recorded. 

5. Review of Previous Actions Use Action Register below. 
6. CEO / Executive Update Strategic and organisational updates. 
7. Human Resources Update Staffing, recruitment, mandatory training. 
8. Clinical Services Update GP 

Nursing and Aboriginal Health Worker & Practitioner 
Allied Health 
Chronic Disease 
Outreach 

9. Clinical Administration Update Appointments, recalls, results, workflow. 
10. Dental Update  
11. Programs & Population Health 
Update 

 

12. Clinical Governance Clinical incidents, significant events, open 
disclosure, patient safety risks. 

13. Infection Prevention & 
Medication Safety 

Cold chain, sterilisation, emergency trolley, 
medicines/equipment. 

14. Work Health & Safety Hazards, psychosocial risks, incidents, near misses,  
lessons learned 
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15. Quality Improvement & 
Accreditation 

CQI projects, audits, PDSA, RACGP/QIP actions, 
policy reviews. 

16. Patient Feedback Compliments, complaints, consumer feedback and 
actions. 

17. Workforce Education & CPD Mandatory training, competency, upcoming 
education. 

18. Digital Health & Information 
Systems 

Medicare compliance, PIMS, My Health Record, 
cybersecurity, data quality, Artificial Intelligence 

19. General Business  
 
 
 

20. Actions from this Meeting Assign responsibilities and due dates. 
21. Next Meeting  
22. Meeting Close Time closed. 

Action Register 

Action Responsible Due Date Status Completed 
     
     
     
     
     
     
     
     
     
     

 
Key Decisions 

 

 

 

Risks / Escalations 

 

 

 


