


MEETING MINUTES
Meeting Title: Training Register
Attendees: Matthew Newcombe, Claudia Murray, Troy Turner, Jim Panaretos, Jesse Turner
Time/Date/location:  01.01.2020 , Kelvin Grove Office, 9am

Meeting Description/Work plan: This meeting is set up to discuss the on site training requirements for our project and the best way to monitor the hours and the allocations for different parts of the project. Jesse and Jim will provide a list of their team members and what section of the job they are in to me which I will then use to compile a spreadsheet on what training each person has been given. I will book in trainings accordingly and sent out meeting invites to all so that a training is not missed. The hours will then get transferred into a report for each part of the project and sent to the Client each month



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

	1
	Gather all employees and split them up into the respective parts of the project
	Jim & Jesse
	07.01.2020
	Closed

	2
	Set up spreadsheet of employees and trainings available
	Claudia
	10.01.2021
	Closed

	3
	Enter trainings dates as required
	Claudia
	Progressive
	Ongoing

	4
	Send out emails to the employees and supervisors to ensure all trainings are attended
	Claudia
	Progressive
	Ongoing

	5
	 Fill out the reports each month for the Client
	Claudia
	Last Friday of every month
	Monthly

	6
	Monitor the training register with the site supervisors to ensure all training requirements are being met as part of the contract
	Claudia, Jim & Jesse
	
	Ongoing
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