Meeting Agenda Template
Below is an example of a meeting agenda which can be adapted to your organisation’s specific needs and approach.
Date: 		[Insert Date]
Time: 		[Insert Time]
Location: 	[Virtual/Physical Location Details]
Facilitator: 	[Name]
1. Welcome and Introductions (5 minutes)
· Quick round of introductions for any new members
· Briefly review the meeting's objectives

2. Review of Action Items from Last Meeting (5 minutes)
· Quick updates on the status of action items from the previous meeting
· Address any immediate follow-up needed.

3. Security News and Updates (10 minutes)
· Share any relevant security news, trends, or incidents that have occurred since the last meeting.
· Discuss any implications or learnings for the organisation.
4. Deep Dive Topic Discussion (15 minutes)
· Focus on a pre-selected security topic (e.g., phishing, secure coding practices, GDPR compliance)
· Presentation by a champion or guest speaker, followed by Q&A

5. Experience Sharing (10 minutes)
· Champions share recent security challenges, successes, or lessons learned from their departments.
· Open floor for questions and advice from the group

6. Training and Development Opportunities (5 minutes)
· Update on upcoming training sessions, workshops, or conferences.
· Discussion on desired topics for future learning

7. Open Discussion and Brainstorming (10 minutes)
· Open floor for any security concerns, ideas, or initiatives champions want to discuss
· Brainstorm on ways to improve security awareness and practices within the organisation.

8. Action Items and Next Steps (5 minutes)
· Summary of action items assigned during the meeting.
· Confirmation of the date, time, and focus for the next meeting.

9. Closing (5 minutes)
· Thank everyone for their participation.
· Remind champions of any immediate next steps or deadlines
· Close the meeting
Additional Notes:
· Encourage all champions to come prepared to discuss the deep dive topic and share their experiences.
· Consider rotating the responsibility for choosing the deep dive topic and leading the discussion to engage different champions.
· Ensure that the meeting environment is open and supportive, encouraging participation from all champions.

