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Taking Minutes of Safeguarding Meetings 

Aim 

To enable staff who take minutes of safeguarding meetings to record meetings effectively and remain 

objective in their task. NB the meetings in question could be Safeguarding Adults meetings only, or 

Safeguarding Children meetings only, or Safeguarding Adults and Children meetings together in 

the same training session 

 

Target Group 

Business support staff who take the minutes of safeguarding meetings. 

 

Delivery method, venue and duration – date(s) to suit you 

• EITHER face-to-face in your own training room over a full day … 

• OR virtually using Zoom or MS Teams over 2 x half days (consecutive, or a few days apart) 

• (If you cannot release your staff for the full duration then we could squeeze the content into 
a single half-day, in which case you would have to tell us what to cover and what to leave out 
from the learning outcomes below) 

Learning outcomes: by the end of this session participants should: 

• Appreciate what Safeguarding means and how it fits into the wider world of health and social 
care services 

• Have gained an understanding of the complexity of some safeguarding meetings - who is 
involved and how the meetings are structured.  

• Understand the role of the minute taker. 

• Understand how to prepare for meetings. 

• Have developed skills in listening and accurately recording what is said in meetings. 

• Understand how to produce clear, concise and accurate minutes.  

• Have practiced taking minutes in a mock-meeting 

• Have learned tips and techniques to help with accurate grammar, punctuation, and spelling. 

• Have considered how to remain objective when minuting meetings concerned with 
harm/neglect to service users. 

• Have considered emotional resilience and how to get support for yourself. 

 

Training methods used 

All of our training sessions, whether face-to-face or virtual, are intended to be as interactive as 
possible. Participants are encouraged to ask questions, make comments and bring up their own issues. 

We use lots of different methods including quizzes, case studies, video clips and small group work as 
well as direct teaching. We want participants to leave the session saying “that was really enjoyable – 
and it was directly relevant to my working life.”   
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