MINUTES AT LIFEGUARD CESSNOCK  MONTHLY MEETING

Meeting (……Staff……….) to be Held at (place) at (time) on (date)
Chaired by: _______________________________

Names of People who will attend (list)

1. Chair person welcomes and introduction for meeting

2.  Actions from previous Meeting (List Items)

· _______

· ________

· _______

· _______

3.  Regular Items to be Discussed (List Items)
· _______

· ________

· _______

· _______

4.  Other Items Discussed (List Items
· _______

· ________

· _______

· _______

5. Meeting Closed at 11.00am
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