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Minutes 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]
Summary of discussion
	#
	Agenda item
	Summary of discussion

	1. 
	Review of last meeting’s minutes
	The last minutes were reviewed. 
There were no concerns at this time. 
Seconded by [name of attendee]
 OR   
[insert concerns arising from previous minutes for discussion]

	2. 
	Review of action log
	Reviewed action log


	
	For example:
Menu review 

	Winter menu was provided to residents for review before the meeting. Based on feedback, a resident suggested, and the majority agreed, to have more fresh fruit salad.
Residents also suggested new items added to the new menu including:
· beef pie
· mushroom soup
· strawberry cake

	
	Special events
	Reviewed menu for Mother’s Day. Residents agreed to keep the scheduled menu but to substitute rice with spaghetti.

	
	Dining environment
	Residents said they were concerned about staff speaking too loudly during meals.


	
	Review mealtimes
	Residents agreed with the timing of the suggested mealtimes:
· breakfast at 8am
· lunch at 12.30pm
· dinner at 5.30pm.

	3. 
	Review action form
	 (completed with management responses)

	4. 
	
	

	5. 
	
	

	6. 
	Other business
	Residents were reminded they can have a meeting with a dietitian if they have specific dietary needs or concerns.

	7. 
	Consent to share minutes of meeting

	Residents at the meeting all consented to allow all residents to view and read the minutes.

	8. 
	Consented to share action log and recommendations with management
	Residents at the meeting all consented 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]

	[insert date]
	Menu review 
	Update menu to meet residents’ preferences in consultation with dietitian and speech pathologist. Review items at the next meeting.
	Dietary team
	[insert date] 
	[insert date]

	
	
	
	
	
	

	
	
	
	
	
	




Other notes
[You can add other important details discussed during the meeting here]

The meeting adjourned at [insert time].
The next meeting will be held in [insert location, e.g. the dining rooms] on [insert date] at [insert time].
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