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Protocol - Meeting Schedule

INTRODUCTION
A Meeting Schedule has been produced which outlines all the meetings taking place across the Trust. Meetings take place regularly and range from one to one progress meetings at individual team level through to full service area meetings and those at senior/corporate level.
The Schedule outlines the meeting type, its purpose i.e. which topics will be discussed, who is expected to attend and the recommended frequency. The schedule can be found here.

Managers’ Responsibilities
Managers at all levels are expected to adhere to the schedule and ensure meetings are programmed into diaries with appropriate staff invited to attend. Agendas and any accompanying paperwork should be circulated in advance.

General Staff Responsibilities
[bookmark: _GoBack]We expect all staff to have a knowledge and understanding of the schedule. If you wish to discuss the content or frequency of any of the meetings, please discuss this with your line manager.
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LIVING YOUR BEST LIFE




