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Purpose 
Team meetings are an essential part of communication and collaboration with Clients at Intensive Care at Home (ICAH).  They provide a forum for Client and staff consultation, discussion and dissemination of care plan updates or changes as well as resolution for any ongoing issues affecting the quality and safety of Clients or Staff in the workflow process and environment during service delivery. Policies, procedures, quality improvement and process assessment may be discussed during team meetings as appropriate. This document outlines the team meeting process at ICAH. 

Meeting Schedule 
Options for dates and times for meetings for each roster will be provided to Staff for suitability. Meetings can be attended in person or via zoom. Meetings will be held at a minimum of once each quarter. A meeting venue will be made available to staff as well as a zoom link for those unable to attend in person.  

Attendance
Staff input is invaluable, and Staff are encouraged to attend roster team meetings and will be compensated for their time. As much as possible, ICAH aims to have Clients/family/guardian in attendance. The meetings will also be attended by:
· The Clinical Team- Director, Clinical Liaison, Nurse Manager
· Social Worker
· Quality and Safety Manager
Agenda
The agenda will be published in advance for Clients and all staff to be aware of topics and to add items for discussion. The standing items on the agenda are: 
· Business arising. 
· Agenda items Must include, but not be limited to: Care Plans, Medical Review or any upcoming appointments/Med Charts/, equipment service schedule/maintenance issues, Occupational Health and Safety/manual handling issues, stock inventory as applicable, any quality Improvement Plans and Client feedback. 
· General Business – It is desirable that all matters requiring discussion be listed as agenda items. 
Minutes from the meetings will be transcribed and send to Clients and staff. 
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