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Silver Incident Response Team Meeting Agenda


	
Notes to Chair: 
· Ensure decisions, rationale and actions are recorded accurately during meeting
· Confirm and record all actions, owners and time frames for completion, ensuring all present are aware


	Item

	
1
	
Attendance and apologies
· Additional membership required


	
2
	
Review of actions of last meeting (if applicable) 
· Actions completed, those outstanding and any barriers to completion


	
3
	
Situation Report / Update to include
· Type of incident, cause (if known), departments affected, nature of impact(s), identified risks, organisations involved in response – present and required, estimated duration of incident, departments responding
· Departmental updates from those affected


	
4
	
Actions required, timeframes for completion and owners
· Timelines and owners


	
5
	
Communications Requirements 
· Update for the Gold Incident Response Team (if established)
· Internal communications (to students and staff) 
· External communications (to visitors, other stakeholders and the media) 
· Reporting requirements 


	
6
	
Next meeting 
· Time / date / venue
· Attendees required 
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