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Clinic Staff Meetings are held monthly on the 3rd Wednesday of every month from 12:30pm to 1:30pm. The clinic is closed and the phones are switched to our answering machine to ensure all staff members can attend. The meeting is led by the clinic manager. However, all positions (providers, nursing, clerical, care coordinators, billing, IT, management, etc.) are expected to participate in order to receive perspectives from all departments. Minutes are recorded by a member of the clerical staff as assigned by the clinic manager. Topics include, but are not limited to: 
· Practice functioning
· Areas requiring review/action
· Ongoing quality improvement on performance measurement data using the PDSA cycle
· A brief review of at least one clinic policy
· Top diagnosed acute illnesses for the month, and proactive preparation for possible prominent diagnoses for the following month
· Other topics that require attention are addressed as needed. 
Topics that require immediate employee awareness that cannot wait for the monthly meeting are sent through the clinic manager as an office memo via email and/or as a notification in the message portion of the EMR.

