


MEETING MINUTES
Meeting Title: Employee Trade Licenses
Attendees: Colin German, Matthew Newcombe, Alex Newcome, Claudia Murray, Troy Turner
Time/Date/location: 22.11.2021 , Kelvin Grove Office, 9am

Meeting Description/Work plan: This meeting was held to organise the collection of all employee current licenses and discuss the best way to monitor these licenses and their expiry dates. We will start with one department and then continue to others once a system was put in place. An email will be sent out to the Site supervisors to start gathering a copy of all current licenses from their employees. In the meantime, employee folders will be set up in a central location and information that we already have on file will be looked at, with old copies getting put in a superseded folder. A master spreadsheet will be set up with different tabs for different departments and all current employees, licenses and expiry dates will be entered. A copy of the license will be saved into the employee folder. An excel formula will be attached to each cell to notify the manager of the spreadsheet when a license is expired or about to expire. Monitoring of the spreadsheet will be done on a monthly basis to ensure no licenses go out of date.



	[bookmark: _Hlk48726867]Item: 
	Description:
	Action By:
	Close Date:
	Status:

	1
	Gather all employee licenses by contacting the head of each department and getting them to receive copies of each employee’s license
	Colin & Matthew
	22.11.2021
	Closed

	2
	Set up folders in system by name
	Claudia
	24.11.2021
	Closed

	3
	Set up spreadsheet with all names and licenses
	Alex
	26.11.2021
	Closed

	4
	Enter expiry dates and formulas for when the expiry is coming up it will show red
	Alex
	01.12.2021
	Closed

	5
	Gather a list of employees who failed to provide any licenses 
	Alex
	06.12.2021
	Closed

	6
	Send out a reminder email to receive the missing licenses
	Claudia
	07.12.2021
	Closed

	7
	Once received enter those into the spreadsheet
	Alex
	10.12.2021
	Closed

	8
	Monitor the spreadsheet monthly to ensure no licenses go out of date
	Claudia & Alex
	
	Ongoing

	9
	Once a license is going out of date send out a direct email to the employee informing them and requesting the new license once obtained
	Claudia & Alex
	
	Ongoing
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