
 Name of Long-Term Care Home

     
Insert the Address & Street Name
     
Insert City/Town & Province
     
Insert Date & Time of Meeting
     
Insert the Location of Meeting

Meeting Agenda

1. Welcome & Approval of Meeting Agenda
In this section, you will need to know:
· Who will start the meeting
· How your Council opens the meeting (i.e. reads a poem, reviews terms of reference)
· You will welcome old & new members, 
· Review meeting expectations, and review & vote to approve the meeting agenda
· (Read the proxies received if you are having a vote)

2. Approval of Last Meeting's Minutes
You will need to share copies of the minutes from your previous council meeting with those in attendance.
You will ask them to review the information and ensure its accuracy. 
[bookmark: bookmark=id.y5q983jifm56]You can correct any errors or add any important details that are missing. 
Once everyone is happy with the minutes, you will hold a vote to approve them. 
All members of the Council can read and vote to approve the minutes.

3. Old Business
In this portion of the meeting, your council will spend time talking about issues that were carried over from the previous meeting. 
· You will also follow up on issues brought to the administration and check in with council members who were assigned a specific task to complete between meetings.

4. New Business
During this part of the meeting, the council will talk about new concerns or activities, which may include presentations from invited guests (i.e. Departments in the Home, Community Organizations).
If a council runs out of time or wants more time to discuss a specific topic, then the discussion can be continued in the next meeting.

5. Date & Time of Next meeting
Discuss/vote on date and time of the next meeting:

6. [bookmark: bookmark=id.axsxgqt0rrfr]Meeting Adjourns: Time meeting wraps up:
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