Staff meeting agenda and minutes template
	Key questions
	Agenda
	Minutes

	Engagement
Are there any updates on reach of engagement and groups that we are seeing at different locations?
What are the key concerns or messages that you have been hearing from clients or the community?
	Examples:
•	Many clients having issues with migration
•	Seeing lots of new clients from clinic A; clinic B
under-utilised
	

	Alignment
Is there any news or updates from partners, across the sector or from within programs?
Is our health, referral, and contact information up to date?
	Examples:
•	Updated guidelines
•	Feedback for resource that we are using
•	Workshop scheduled for newly diagnosed next month
•	Personnel updates
	

	Adaptation
Have there been any challenges or problems that you have encountered in the delivery of peer navigation sessions?
Do you have any solutions, suggestions, or changes that you have made or would like to make?
	Examples:
•	Issue with referrals from clinic A
	

	Influence
Are there any updates or stories of progress or achievement that you would like to share with the team?
With individuals, groups, partners or engagements across the sector?
	Examples:
•	Peer worker presented at forum or conference
•	Updates from individual peer navigators on cases; endorsements or feedback shared from clients or referrals
	



