[image: ]
[image: ]Food focus group
Agenda template


[Insert service name]
[Insert meeting name, e.g. Food focus group meeting]
Date and time: [insert date and time of meeting]			Location: [insert location e.g. Dining rooms] 
Chair: [insert name]							Minute taker: [insert name]
Attendees: [insert names]						Apologies: [insert names]
Agenda
	#
	Agenda item
	Notes for discussion
	Time

	1. 
	Review of last meeting’s minutes
	Read and review last meeting’s minutes. Discuss business coming out of previous minutes.
	5 minutes

	2. 
	Review of action log 
	
	

	
	Agenda items can include, for example:
· review menu
· special events
· dining environment
· review mealtimes
· general feedback compliments and complaints. 
	· Discuss the upcoming winter menu and encourage residents to give feedback and make suggestions.
· Discuss upcoming special meals including monthly specials and Mother’s Day meal.
· Residents expressed concerns about staff speaking too loud at meals.
· Breakfast at 8am, lunch at 12.30pm and dinner at 5.30pm
· The roast last Sunday was tough and dry again, residents agreed that there needs to be a change. Chef discussed changing the cut of meat.
· The addition of freshly baked snacks at morning tea time has been well received, thanks given to the chef.

	

	3. 
	
	
	

	4. 
	
	
	

	5. 
	
	


	

	6. 
	Other business
	


	

	7. 
	Consent to share minutes of meeting

	Ask residents in attendance if they consent to allow all residents to view and read the minutes.
	

	8. 
	Consent to share action log and recommendations with management
	Ask residents in attendance if they consent to share action log and recommendations with management.
	





Action log:
	Date created
	Topic
	Detail
	Person/s responsible
	Expected date of completion
	Action date of completion 

	For example:
[insert date]
	Sunday roast was tough and dry
	Chef to research another cut of meat for Sunday roasts to make sure it’s tender and soft
	Chef
	[insert date] 
	[insert date]

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



The next meeting will be held in [insert location, e.g. the dining rooms] on [insert date] at [insert time].
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Phone Web Write
1800951 822 agedcarequality.gov.au Aged Care Quality and Safety Commission
GPO Box 9819, in your capital city
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