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DAY & DATE
TIME & LOCATION
MEETING NUMBER (1)

To:	

1.1	PRESENT 	
1.2	APOLOGIES 	
1.3	CONFIRMATION OF MINUTES	
1.4	REVIEW OF ACTIONS OF PREVIOUS MINUTES
	Item
	Action
	Person Responsible
	Outcome

	
	
	
	



1.5	STANDARD AGENDA ITEMS (FOR DISCUSSION AT EACH QUARTERLY MEETING)
	1.5.1   SERVICE DELIVERY REVIEW (AS APPROPRIATE)
· WAITING LISTS 
· BOOKING PROCESSES 
· LIST UTILISATION 
· USE OF CAPACITY 
· PATIENT JOURNEY 
· AFTERCARE 
· PROCESSING OF RESULTS
	1.5.2   CLINICAL GOVERNANCE 
· ENDOSCOPY PROCEDURES: REVIEW AND EVALUATION OF CLINICAL INCIDENTS, VARIANCES TO PATHWAY AND ADVERSE OUTCOMES 
· REVIEW OF ENDOSCOPY AND DECONTAMINATION AUDIT REPORTS AND MONITORING OF ANY ASSOCIATED ACTION PLANS 
· REVIEW OF DATA RELATING TO QUALITY AND SAFETY INDICATORS 
· REVIEW OF MOST RECENT GRS CENSUS DATA AND ANY ASSOCIATED ACTION PLAN
· GUIDELINES (REVIEWED ANNUALLY)
	1.5.3   PATIENT INVOLVEMENT
· ACTION PLANS FOR NEXT QUARTER 
· REVIEW OF CURRENT ACTION PLANS
1.5.4   ENDOSCOPY KIT AND INFORMATION TECHNOLOGY
· REVIEW OF IT REQUIREMENTS TO SUPPORT THE UNIT 
· REVIEW OF INFORMATION REQUIREMENTS TO SUPPORT THE UNIT E.G. UNIT CAPACITY, ACTIVITY AND THE WAITING LIST 
	1.5.5   STAFF DEVELOPMENT
· CLINICAL SUPERVISION
· TRAINING NEEDS
· ENDOSCOPIST TRAINING (AS APPROPRIATE)
1.6	ADDITIONAL ITEMS TO BE SCHEDULED FOR DISCUSSION
1.6.1 PATIENT INVOLVEMENT:
	FREQUENCY: TO BE DISCUSSED ANNUALLY 
	REQUIREMENTS: REPRESENTATIVE OF PPI GROUP AND PATIENT REPRESENTATIVE INVITED
	AGENDA ITEMS:
· REVIEW AND EVALUATE ENDOSCOPY SERVICE PATIENT SURVEY RESULTS
· REPORT BACK ON FEEDBACK FROM MINORITY GROUPS 
· ENDOSCOPY SERVICE PATIENT SURVEY ACTION PLAN 
· REVIEW OF PATIENT INFORMATION LEAFLETS  
	1.6.2 REVIEW OF PATIENT COMFORT LEVELS:
	FREQUENCY: DATA TO BE PRODUCED AND DISCUSSED AT MEETINGS TWICE A YEAR
	AGENDA ITEMS:
· REVIEW OF PATIENT COMFORT AUDIT OUTCOMES AND GLOUCESTER SCORES
· ACTIONS PLAN - SHOULD PATIENT COMFORT LEVELS FALL BELOW AGREED LEVELS  
· REVIEW OF ANY ACTIONS FROM PREVIOUS PATIENT COMFORT REVIEW
1.7	NEW BUSINESS 
1.8	NEXT MEETING  			 
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