Tool 7b - Staff

Tool 14 - Organisation

Proforma to capture key achievements/outputs from committee meetings

The purpose of this form is to document the key achievements/outputs from the committee meetings / working groups you attend as a nurse consultant.

Complete the table below to record the details of the group/meetings and the key achievements/outputs of the meetings. You do not need to record details from every meeting, unless it is appropriate.  This form can be used at the end of a short-term meeting group or completed intermittently for ongoing meeting groups (e.g. at 6 month intervals).  
	Name of committee
	

	Remit/objectives of committee
	

	Frequency of meetings
	

	Duration and/or timeframe
	

	Membership
	

	Role in committee(e.g. Chair / Member)
	

	Date
	Key achievements/outputs of the committee (for example, development / review / implementation of guidelines, rolling out staff training in Trust/elsewhere  etc)

	
	

	
	

	
	

	
	


