	                        Team Meeting

Date: 02.03.2021
Location : Boardroom, Head Office, Burnside Road, Yatala . 
	




	 Meeting called by:


	Express WIP Team supervisor/ Leader
 
	Type of meeting:
	Express WIP Weekly meeting 

	Note Taker: N/A as open discussion 
	
	
	


	Attendees:
	Express WIP Supervisor, Express WIP Team Members , Bookings team leader 


Minutes
	[bookmark: MinuteItems]1.0 Agenda item:
	Works Complete, Client satisfaction follow up 
	
	[bookmark: MinuteTopicSection]


Discussion:
To ensure clients are provided with follow up once job completed, correct notes taken and department heads advised if required. 
Conclusions:
Clients are to be contacted the day after works are scheduled as completed in trades calendar – this completion date should have been set as a “task” in the system under the relevant job number.
The aim is to confirm that the works are completed satisfactorily and if they have any additional concerns/ requirements. 
Each team member is then required to provide feedback to relevant Trade heads and follow up any concerns raised by clients to ensure a satisfactory outcome is reached as soon as possible. 
	Action items
	Person responsible
	Deadline

	Task in Company internal program the job 
completion date 
	WIP team members 
	Review process w/o 08.03.2021

	Complete tasks daily 
	WIP Team members
	

	If task remains uncompleted after 48 hours discuss with Team Leader/ supervisor  
	WIP Team members and Team leader/ supervisor 
	


	2.0 Agenda item:
	Site Specific Job Requirements for trades  - effecting  lag in Completion of works 
	
	


Discussion:
To ensure clear and concise communication with internal and external trades detailing any specific site requirements - ie. If tenanted, vacant, dogs etc
Conclusions:
Review Work Order request and note if there are any site specific requirements ( ie dog on site, tenanted or vacant property) and ensure this information is relayed to the trades carrying out the work. Preventing waisted time on the job if tenants and no keys are arranged, or potential injury is there is an unrestrained dog on site. 
	Action items
	    Person responsible
	Deadline

	Review Work order and highlight site/ access requirements
	    WIP team member
	Review process w/o 08.03.2021

	Call client and verify access/ keys etc  and arrange for access to be avail on the date. Enter these details in the trades calendar for the job/ flag and advise Bookings team 







for this information to be passed onto trade the day before the job is scheduled 


Check with Trade department heads to see if lag time has         been minimized and if a review of process is required                                
	    WIP team and Bookings team  







 

   WIP team member and 
   Team supervisor                                weekly                         
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