	[image: image1.jpg]



	Fresh Eyes Facilities Assistance

FM solutions made easy
	[image: image2.jpg]



	Page 1



	Date

Time
	Facilities Team Meeting
	Location

	Number
	Agenda
	Speaker

	1
	Minutes of the last meeting

· Agree
	

	2
	Matters Arising from the last meeting

· Check action plan 

· Identify items complete

· Identify items outstanding
	

	3
	Number One – Health and Safety

· Report of accidents from the team

· Report of near misses
	

	4
	Staff reports
	

	5
	New Items 
	

	6
	Training time
	

	7
	Projects on the go

· Report by each team member

· Identify progress

· Raise Concerns

· Request for Help
	

	8
	KPI

· Report on indicators achieved

· Report on indicators not achieve and improvements needed
	

	9
	SLA items satisfied
	

	10
	Any other business
	

	11
	Date and time of next meeting 
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