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Chair’s Brief: Meeting name and date
	No.
	Item
	Briefing

	1. 
	Welcome and Apologies for Absence:

Put timings here
	Can you welcome Committee members and remind those of MS Teams to:
· Signal their wish to speak by using the chat function.
· Muting their mic until they wish to speak (reduces background noise).
· Saving questions until the person presenting the paper has finished.
Apologies from 
Name

	2. 
	Declaration of Committee Member Interests Relevant to the Meeting Agenda:
	Request any declarations of interest in relation to any items on the agenda.

	3. 
	Minutes of the Previous Meeting:
Put timings here
	Invite the Committee to review, for matters of material accuracy, and approve the minutes of the previous meeting.

	4. 
	Review of Action Log:
Put timings here 
	Invite the Committee to review the action log, noting updates provided prior to the meeting and reflected in the log. 

	5. 
	Matters Arising:
Put timings here
	Invite members to raise any other matters arising.

	6. 
	Title of Agenda item:
Put timings here
	Please invite xx to introduce this item.  
The Committee is invited to:
· List recommendation.
Please summarise any actions arising from this item.

	7. 
	Work Plan:
Put timings here 
	Please invite the Committee to review and note the work programme.

	8. 
	Evaluation of Effectiveness of the Meeting:
Put timings here
	Please invite members to reflect on what went well and what could have been better with regards the meeting.

	9. 
	Date of Next Meeting:
Put timings here 
	xx
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