	Topic
	Who
	Description
	Time (Minutes)

	Call to Order & Introductions
	Change Team Leader
	Open the meeting and introduce participants. 
Ask for volunteers to take notes and keep track of time.
	10 

	Review project purpose
	Change Team Leader
	Describe the project’s purpose and aims. Document questions to take back to Executive Sponsor.
	10 

	Review team member responsibilities
	Change Team Leader
	Clarify team member expectations and responsibilities: 
· Attend meetings
· Take on tasks
· Collect data to assess changes
· Use the PDSA Cycle
· Engage affected staff and gather their input
· Share project outcomes (successes and failures) with the organization
 
	10 

	Review improvement principles 
	Change Team Leader or others
	Discuss the NIATx principles and the 10 steps in a change project. 
	10 

	Review project plan
	Change Team Leader
	Present your plan getting the project done. Ask members what types of tasks interest them. 
	10–20 

	Walk-through planning
	Change Team Leader and team
	How can we observe all or parts of our process in action? 
· What data can we collect to help us understand the current process and how staff, customers, and others experience it?
· Who will be involved? How? When?
	15 

	Next steps

	Change Team Leader
	· Review next steps following walk-through. 
· Assign responsibilities. 
· Set deadlines. 
· Identify resources (people, materials) that team can access. 
	10 

	Recap
	Any team member
	Review decisions, responsibilities, and deadlines.  Confirm next meeting date and time. 
	5 

	Adjourn
	
	
	


Sample Agenda: First Change Team Meeting 

