Minutes of Staff Meeting

Date: [Insert Date]

Time: [Insert Time]
Location: [Insert Location]
Attendees: [List of Attendees]

Facilitator: [Insert Name]

Agenda Items:
1. [Agenda Item 1]

2. [Agenda Item 2]
3. [Agenda Item 3]

Discussion Notes:
e [Agenda Item 1]: [Discussion Summary]

e [Agenda Item 2]: [Discussion Summary]
e [Agenda Item 3]: [Discussion Summary]

Action ltems:

e [Action Item 1] - [Assigned To] - [Due Date]
e [Action Item 2] - [Assigned To] - [Due Date]

Next Meeting:

Date: [Insert Next Meeting Date]

Time: [Insert Next Meeting Time]
Location: [Insert Next Meeting Location]

Minutes Submitted by: [Your Name]



