[image: image1.jpg]caE SmartScreen





Unit 319 (B&A 58): Principles of administration
Outcome 3 Activity 1: Minutes

Minutes
Number each section of these minutes into the correct order in which they should appear:
	
	
	

	

	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Date of the next meeting: 6 July at 2pm.





Minutes of the previous meeting: These were signed as correct.





Present: Jackie Pollard, Peter Simms, Lee Smith, Tony Costello, Chandu Ahktar





MINUTES OF THE HEALTH AND SAFETY COMMITTEE HELD ON 2 JUNE 2010 AT 2PM





Matters arising: PS stated that the damaged floor coverings reported in the last meeting were not replaced.





Any other business: There was no other business.





Fire extinguishers: TC said that the annual check on all fire extinguishers would take place on the 5th.





Apologies for absence: There were no apologies for absence.










