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Tool 3 
Case management team -  
Meeting agenda


	Check - Are the right roles present?

	

	Actions from last meeting and review of outstanding actions

	

	Facts (What do we know?)

	

	Assumptions (What do we believe?)

	

	Scenarios (Consider best, worst and most likely)

	


	Date:
	Time:


	Objectives (Establish objectives for this meeting, validate previous objectives)

	

	Response options (What options are available?)

	

	Priorities (Establish priorities, information requirements and tasks)

	

	Stakeholders and responsibilities (Identify and establish responsibility for stakeholders)

	

	Key messages for stakeholders

	


	Next meeting

	Time:
	Date:

	Venue:

	Virtual call-in details

	Telephone number:
	

	Chair code:
	

	Participants code:
	


This tool is a template meeting agenda for the crisis management team (CMT) to aid discussion and the establishment of courses of action. It should be consulted in conjunction with ‘Tool 2: Crisis management team – First meeting guide’.
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