Sample 1st Meeting Agenda

	Organization Name: 
Greenfield Hospital







- Agenda -

Department Name: 
Surgical ICU









Day, Date: 
Monday, January 9, 2010








Time of Meeting: 1200-1pm










Meeting Location: 7th floor conference room









	Aim of Our Microsystem:TBD



	Participants Kathy, Tom, Andrea, Carol, Evelyn

	Time
	Method
	Item
	Aim/Action

	
	
	1. Clarify Objectives

A. Get Started with improvement!


B. Determine logistics
	Leader reviews objectives of this first meeting

	12:00-12:05
	
	2.
Review Roles:


Leader: Sue White


Recorder: George Andrus


Timekeeper:  Tim Stirling


Facilitator: Elizabeth Wheeler  
	Use meeting role cards to help function in the meeting roles

	12:05-12:10

12:10-12:20

12:20-12:30

12:30-12:40

12:40-12:50
	
	3.
Review Agenda and times

A.  Welcome, Introductions

B.  Overview, Aim of improvement

C.  Discuss expectations

C.  Determine regular time/place

D.  Draft Ground Rules

E.  Review and discuss PACE

F.  Discuss communication strategy to “get everyone” in the microsystem involved and to communicate throughout the organization.


	Leader to move group through agenda

Time keeper track time for each agenda item

Recorder track action items

	
	
	4. Work Through Agenda Items
	Track action steps for each item to be completed during action period 

(Use Action Plan)

	12:45-12:50
	
	5. Review Meeting Record-Action Plan


	Recorder reviews with group

	12:50-12:55
	
	6. Plan Next Agenda


	Leader helps group determine next agenda based on action plan and next steps in process

	12:55-13:00
	
	7. Evaluate Meeting


	Use 1-10 scale with 10 being the best meeting, comment on what went well and what could be improved for next meeting
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