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ADVANCING SURGICAL STANDARDS





	Action
	Completed

	Confirm Date and Time of Next Meeting - Keep a note of the apologies for the meeting
	

	Book a suitable room 
	

	Book AV – PowerPoint and compatible to show imaging 
	

	Catering - as required
	

	Agenda - Prepare and circulate agenda for the meeting 
	

	On the Day - Pre-meeting briefing with Chair— quick run through the agenda, apologies and any other foreseeable issues.
	

	After the Meeting

· Clear the room of any confidential papers 

· Make a record of any cases that the team were unable to discuss and list for the next meeting. 

· Update the centralised attendance log

· Draft formal recording log—this will need to be sent to the Chair for their approval (within 3 working days).
· Prepare action list this will need to be sent to the Chair for their approval (within 10 working days).
· Once the above have been approved by the Chair, save to an appropriate shared drive for access by attendees. 

· Send a copy of the action list to the Clinical Governance Lead and relevant non-clinical mangers if the actions agreed concern them.

· Update any relevant audits with the outcomes of the M&M discussions.
	


 [Insert name of surgical service] 
Morbidity and Mortality Meeting preparation checklist
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