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INTRODUCTION
Welcome to the learning programme
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Follow along in the guide as the training practitioner takes you through the material. Make notes and sketches that will help you to understand and remember what you have learnt. Take notes and share information with your colleagues. Important and relevant information and skills are transferred by sharing!

This learning programme is divided into sections. Each section is preceded by a description of the required outcomes and assessment criteria as contained in the unit standards specified by the South African Qualifications Authority. These descriptions will define what you have to know and be able to do in order to be awarded the credits attached to this learning programme. These credits are regarded as building blocks towards achieving a National Qualification upon successful assessment and can never be taken away from you!

Programme methodology
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The programme methodology includes facilitator presentations, readings, individual activities, group discussions and skill application exercises.

Know what you want to get out of the programme from the beginning and start applying your new skills immediately.  Participate as much as possible so that the learning will be interactive and stimulating.

The following principles were applied in designing the course:

· Because the course is designed to maximise interactive learning, you are encouraged and required to participate fully during the group exercises

· As a learner you  will be presented with numerous problems and will be required to fully apply your mind to finding solutions to problems before being presented with the course presenter’s solutions to the problems

· Through participation and interaction the learners can learn as much from each other as they do from the course presenter

· Although learners attending the course may have varied degrees of experience in the subject matter, the course is designed to ensure that all delegates complete the course with the same level of understanding

· Because reflection forms an important component of adult learning, some learning resources will be followed by a self-assessment which is designed so that the learner will reflect on the material just completed.

This approach to course construction will ensure that learners first apply their minds to finding solutions to problems before the answers are provided, which will then maximise the learning process which is further strengthened by reflecting on the material covered by means of the self-assessments.

Different role players in delivery process

· Learner

· Facilitator

· Assessor

· Moderator

What Learning Material you should have

This learning material has also been designed to provide the learner with a comprehensive reference guide.

It is important that you take responsibility for your own learning process; this includes taking care of your learner material.  You should at all times have the following material with you:
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Learner Guide
	This learner guide is your valuable possession:
This is your textbook and reference material, which provides you with all the information you will require to meet the exit level outcomes. 

During contact sessions, your facilitator will use this guide and will facilitate the learning process. During contact sessions a variety of activities will assist you to gain knowledge and skills. 

Follow along in the guide as the training practitioner takes you through the material. Make notes and sketches that will help you to understand and remember what you have learnt. Take and share information with your colleagues. Important and relevant information and skills are transferred by sharing!

This learning programme is divided into sections. Each section is preceded by a description of the required outcomes and assessment criteria as contained in the unit standards specified by the South African Qualifications Authority. These descriptions will define what you have to know and be able to do in order to be awarded the credits attached to this learning programme. These credits are regarded as building blocks towards achieving a National Qualification upon successful assessment and can never be taken away from you!
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Formative Assessment Workbook

	The Formative Assessment Workbook supports the Learner Guide and assists you in applying what you have learnt. 
The formative assessment workbook contains classroom activities that you have to complete in the classroom, during contact sessions either in groups or individually.

You are required to complete all activities in the Formative Assessment Workbook. 

The facilitator will assist, lead and coach you through the process.

These activities ensure that you understand the content of the material and that you get an opportunity to test your understanding. 


Different types of activities you can expect

To accommodate your learning preferences, a variety of different types of activities are included in the formative and summative assessments. They will assist you to achieve the outcomes (correct results) and should guide you through the learning process, making learning a positive and pleasant experience.
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The table below provides you with more information related to the types of activities. 

	Types of Activities
	Description
	Purpose

	Knowledge Activities
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	You are required to complete these activities on your own. 

	These activities normally test your understanding and ability to apply the information.

	Skills Application Activities
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	You need to complete these activities in the workplace 


	These activities require you to apply the knowledge  and skills  gained in the workplace
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Natural Occurring Evidence


	You need to collect information and samples of documents from the workplace.
	These activities ensure you get the opportunity to learn from experts in the industry.

Collecting examples demonstrates how to implement knowledge and skills in a practical way


Learner Administration 
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Attendance Register

You are required to sign the Attendance Register every day you attend training sessions facilitated by a facilitator. 

Programme Evaluation Form 

On completion you will be supplied with a “Learning programme Evaluation Form”. You are required to evaluate your experience in attending the programme.

Please complete the form at the end of the programme, as this will assist us in improving our service and programme material.  Your assistance is highly appreciated.

Assessments

The only way to establish whether a learner is competent and has accomplished the specific outcomes is through the assessment process.  Assessment involves collecting and interpreting evidence about the learners’ ability to perform a task.

To qualify and receive credits towards your qualification, a registered Assessor will conduct an evaluation and assessment of your portfolio of evidence and competency.

This programme has been aligned to registered unit standards.  You will be assessed against the outcomes as stipulated in the unit standard by completing assessments and by compiling a portfolio of evidence that provides proof of your ability to apply the learning to your work situation.
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How will Assessments commence?

Formative Assessments 

The assessment process is easy to follow. You will be guided by the Facilitator. Your responsibility is to complete all the activities in the Formative Assessment Workbook and submit it to your facilitator. 

Summative Assessments 

You will be required to complete a series of summative assessments. The Summative Assessment Guide will assist you in identifying the evidence required for final assessment purposes. You will be required to complete these activities on your own time, using real life projects in your workplace or business environment in preparing evidence for your Portfolio of Evidence. Your Facilitator will provide more details in this regard.

To qualify and receive credits towards your qualification, a registered Assessor will conduct an evaluation and assessment of your portfolio of evidence and competency.

Learner Support

The responsibility of learning rests with you, so be proactive and ask questions and seek assistance and help from your facilitator, if required.
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Please remember that this Skills Programme is based on outcomes based education principles which implies the following:

· You are responsible for your own learning – make sure you manage your study, research and workplace time effectively. 

· Learning activities are learner driven – make sure you use the Learner Guide and Formative Assessment Workbook in the manner intended, and are familiar with the workplace requirements.  

· The Facilitator is there to reasonably assist you during contact, practical and workplace time for this programme – make sure that you have his/her contact details.

· You are responsible for the safekeeping of your completed Formative Assessment Workbook and Workplace Guide 

· If you need assistance please contact your facilitator who will gladly assist you.

· If you have any special needs please inform the facilitator 
Learner Expectations 

Please prepare the following information. You will then be asked to introduce yourself to the instructor as well as your fellow learners
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	Your name: 

	

	

	The organisation you represent: 

	

	

	Your position in organisation: 

	

	

	What do you hope to achieve by attending this course / what are your course expectations?

	

	

	

	

	


UNIT STANDARD 120382

Unit standard title

Plan, organise and support project meetings and workshops  

NQF Level

4

Credits

4

Purpose

Learners accessing this standard will be working as a leader in the context of a small project / sub-project involving few resources and having a limited impact on stakeholders and the environment or working as a contributing team member on a medium to large project when not a leader. These projects may be technical projects, business projects or developmental projects. This standard will also add value to learners who are running their own business and recognise that project management forms an integral component of any business
Learning assumed to be in place

· Learners accessing this qualification will have demonstrated competence in mathematics and communication skills at NQF level 4 or equivalent

· Learners accessing this qualification will have demonstrated competence in computer literacy and applicable software at NQF level 4 or equivalent

· ID 120372 - Explain fundamentals of project management

Unit standard range

· Project level will include but is not limited to working as a leader in the context of a small project / sub-project involving few resources and having a limited impact on stakeholders and the environment or working as a contributing team member on a medium to large project when not a leader

· Projects may include but is not limited to all projects including technical, developmental and business related projects

· Types of meetings/workshops, may include but are not limited to formal, informal, site, off site, progress, planning, issue/problem resolution, change control board, steering committees

· Conventions may include but are not limited to including seconding, moving, amending, recording, voting

· Roles of meeting participants may include but are not limited to chairperson, minute taker, technical experts, decision-makers

· Storage of meeting/workshop documentation may include but is not limited to electronic, paper, audio, audio-visual

· Meeting/workshop resources may include but are not limited to name cards/tags, refreshments, writing material, and/or visual display equipment

· Policies and procedures may be organisation specified systems, policies and procedures or where these do not exist, accepted industry best practice

Outcomes and assessment criteria

Specific outcome 1: Explain the purpose, objective and scope of project meetings and/or workshops

Assessment criteria

· Project meetings and workshops are identified and explained with examples

· Roles of meeting/workshop participants are described and their importance is explained with examples

· Types of project meetings/workshops are described in terms of their purpose: At least two types
Specific outcome 2: Plan for a project meeting and/or workshop

Assessment criteria

· Meeting/workshop participants and alternates are identified, recorded and contact details are available

· Dates, times and venue for project meeting/workshop are determined and recorded according to agreed procedures

· Purpose of the meeting is agreed with relevant stakeholders

· Checklist or schedule for arranging project meeting/workshop is prepared and agreed with relevant stakeholders

· Constraints or rules to be followed in arranging the project meeting/workshop are complied with according to agreed policies and procedures. 

Specific outcome 3: Arrange and support a project meeting and/or workshop

Assessment criteria

· Project meeting/workshop invitations and agendas are prepared and distributed in a time frame that allows for pre-meeting/ workshop preparation

· Meeting minutes and other supporting documentation is distributed within agreed time frames after previous meeting/workshop

· Meeting/workshop documentation is complete, accurate and stored in safe custody

· Necessary facilities, venues and resources are arranged in accordance with requirements, constraints and rules

· Meeting/workshop participants are communicated with in order to confirm and clarify arrangements and to resolve issues

Essential embedded knowledge

· The procedures and techniques for preparing and conducting project meetings

· The procedures for protecting confidentiality of information and/or people

· Preparing and producing meeting/workshop documentation

· Acquiring information required for meetings/workshops

Critical cross field outcomes

· Identify and solve problems pertaining to the planning, organising and supporting project meetings/workshops

· Work effectively with others in planning the process, preparing and arranging meetings/workshops

· Collect, analyse, organise and critically evaluate information pertaining to planning, organising and supporting meetings/workshops

· Communicating effectively verbally and in writing, ensuring communications are clear and concise and appropriately recorded for project meeting / workshops

· Use science and technology in the preparation and storage of meeting/workshop documentation and information

· Demonstrate an understanding of the world as a set of related systems understanding the consequences of poor meeting/workshop planning, organising and supporting

· In order to contribute to the full personal development of each learner and the social and economic development of society at large, it must be the intention underlying any programme of learning to make an individual aware of the importance of being culturally and aesthetically sensitive across a range of social contexts in the planning and organising of a project meeting / workshop

PURPOSE OF MEETINGS

Outcome

Explain the purpose, objective and scope of project meetings and/or workshops

Assessment criteria

· Project meetings and workshops are identified and explained with examples

· Roles of meeting/workshop participants are described and their importance is explained with examples

· Types of project meetings/workshops are described in terms of their purpose.  At least two types

Project monitoring and meetings

Project monitoring is an integral part of day-today management.  It provides information by which management can identify and solve implementation problems and assess progress.  The questions below should be asked regularly by the project manager and the project team:

	Monitoring questions and timeframes

	Weekly
	Which activities are underway and what progress has been made?

	Monthly
	At what rate are resources being used and costs incurred in relation to implementation?

	Quarterly
	Are the desired results being achieved?

	Half yearly
	To what extent are these results furthering the project purpose?

	Half yearly
	What changes have occurred in the project environment? 


Project meeting Types

Progress Meetings 

Should take place on a weekly basis.  The focus is on actual progress against planned progress as per the project plan. These should be used to review progress against the plan.  

The questions above should be used as a guideline for the meetings.  Reflection, review, and problem-solving should be the norm, not blaming and destructive conflict.  

Project progress reports should be completed for each progress meeting and the progress report should lead the discussion.  These are an important source of information.  

They should refer to the indicators milestones and targets developed earlier.  The following framework is useful and encourages interrogation:

Data about intended achievements, which is compared to

Data on actual achievements, to identify

Significant deviations from the plan, as a basis for

Identification of problems and opportunities, to identify

Corrective action and alternatives
Team meetings to report on progress should be held regularly – every week or every second week.  These meetings can take place on-site or off-site

Vendor Meetings

Should take place regularly - at least once a month.  In addition to the normal meeting agenda, contractual issues should be addressed and discussed if required.

Project Board or Project Steering Committee

At least once every two months, with the purpose of updating the Project Board or Project Steering Committee on project progress and resolving issues that need Project Board or Project Steering Committee approval.

Attendees should be the project board or steering committee, the project manager, if needed team leaders and technical experts.

Ad Hoc Meetings (Problem solving)

To be scheduled as required for discussion of a specific topic that can not wait for the next formal meeting, or that warrants a separate meeting.  This will usually be problem-solving meetings and should be attended by everyone involved in solving the problem. 

Change control board meetings

The purpose of these meetings is to discuss change control proposals and to approve them.  At times the project manager will have authority to approve certain change control proposals.  In this case, the purpose of such a meeting will be to inform the change control board of the change to the project scope.

Attendees would usually be the project manager and project board or project steering committee.

Planning meetings

Before the start of the project, in the project identification phase, many planning meetings take place to discuss the proposed project:

· The purpose of the project

· The benefits of the project

· How the project will affect the community

· The project structure

· The project objectives

· The project scope, etc.

Attendees to these meetings will include:

· Community members, if applicable

· Client

· Project manager

· Team leaders

· Technical experts

· And other stakeholders, if and when necessary

Formal vs. Informal 

The degree of formality observed during meetings will depend largely on the character / culture of the project team.  Most likely, the weekly progress meeting will be the least formal, with increasing formality up to the Project Board meeting.  

The minimum requirements regarding meeting documentation:

· meeting attendance register

· action list

· minutes

· decisions taken should be recorded for all meetings.

Meetings can be further classified into two major categories. Each category has two subsets:

	INFORMATION MEETINGS

· Advise/update

· Sell


And

	DECISION MAKING MEETINGS

· Goal Setting

· Problem Solving


This classification is helpful because each type of meeting must be conducted differently. By studying the chart which follows, you will learn the differences between the two types. Use this chart to classify your meetings and then determine the proper way to plan for each type.

	ELEMENTS
	INFORMATION MEETING
	DECISION MAKING MEETING

	Number of attendees
	Any number
	Small size. Not more than 12

	Who should attend
	Those who need to know
	Those responsible and those who can contribute

	Communication process
	One way from leader to participants with opportunities for questions
	Interactive discussion among all attending

	Meeting room setup
	Participants facing front of room – classroom style
	Participants facing each other – conference style

	Most effective style of leadership
	Authoritative
	Participative

	Emphasis should be on
	Content
	Interaction and Problem Solving

	Key to success
	Planning and preparation of information to be presented
	Meeting climate that supports open, free expression


Workshops

A workshop is a meeting at which a group engages in intensive discussion and activity on a particular subject or project.

The following meetings can sometimes take the form of workshops:

· Problem solving meetings

· Information meetings

· Change control board meetings

· Planning meetings

Meeting procedures and conventions

Terminology used in meetings

CONSTITUTION
Set of rules or principles according to which organisations are controlled. 

MINUTES
Official record of business transacted at a meeting

AGENDA
List setting out various items of business in the order in which they will   be dealt with at a meeting.

QUORUM
A quorum is the minimum number of members which must be present at a meeting for it to be validly constituted and able to make binding decisions.  The figure is usually determined by the constitution.

MOTION
Proposal submitted to a meeting for consideration if adopted it becomes a resolution.  (A formal proposal put to vote).

COUNTER PROPOSAL
If a member is against the motion he may lodge a counter proposal.  By doing so he is indicating that he is against the motion but nevertheless willing to discuss it. 

SECONDER
Any member who lends support to a motion.

AMENDMENT
Proposed alteration to the terms of a motion, constitution etc.

POSTPONED
Meeting not held at all – but forward to some future date, time and venue.

ADJOURNED
Meeting held but cannot be completed – continued later.

POINT OF ORDER
By raising a point of order a member brings to the attention of the chairman what he considers to be a possible breach of the rules, regulations or constitution of the organisation.

NEM CON
Nemine contradicente – when no one speaks against the motion. (The proposal was adopted Nemcon).

PROXY
Person appointed to represent another at a meeting or instrument in writing by which such a person is appointed.

What is a Quorum?

In order for the meeting to be considered valid a majority of the voting members must be present. This is known as a quorum. 

For example: -

If there are 11 voting members of a committee a Quorum will need 6 voting member if there are 12 voting members of a Quorum will need 7 members 

(I.e. 50% +1)

If a Quorum is not present, the meeting and any resolutions that are made are not valid.

If 20 minutes after a meeting was supposed to have started, a Quorum is not present, the members who are there may agree to allow a further 10 minutes for voting members to arrive. If at the end of this time a Quorum is still not present, the Chairman may adjourn the meeting to a more convenient time. Once again, members of the committee must be notified in writing 24 hours before the new meeting takes place.

How many meetings must a member attend?

The member is expected to attend all meetings. However this is not always possible. If the member cannot attend because of genuine reason, he must send his apologies to the meeting.

Most Committees stipulate that if a member fails to attend 3 consecutive meetings, that the member be asked to resign from the Committee.

This is an important point, because if the Committee is really going to serve its organisation, all elected or co-opted officials must carry the weight equally.

What is an Agenda?

The Agenda is written on a piece of paper and contains all the items to be discussed at the meetings.

· It should be written clearly and concisely.

· A clear agenda has many benefits.

· It reduces unnecessary questions.

· It helps keep the meeting within a reasonable time limit.

· It usually prevents confusion and irritation through members speaking on irrelevant issues.

· It guides members as to what is to be discussed and allows them to prepare themselves for the meeting.

What happens if somebody wishes to raise an issue that is not on the Agenda?

Certain minor points of information can be brought up under general, as voting members will not have time to prepare and may feel resentful.

If it is an emergency it could be discussed if all members are present and agree to discuss it.

However, it would make more sense to convene a special meeting giving 24 hours notice.

Standard orders

The order of business at a meeting is referred to as standing orders and usually are as follows:-

· Notice convening the meeting.

· Obituaries and ceremonial speeches.

· Apologies and Applications for leave of absence.

· Official announcements.

· Unopposed motions of the Chairman or president of the organisation.

· Minutes of the previous meeting.

· Questions of which notice have been given.

· Motions or proposals held over from the previous meeting.

· Report of Executive Committee and or Special Interest Committees.

· Petitions.

· New motions.

· Matters arising/general

What is an Executive Committee?

A very large organisation elects many committee members. Due to the large number of members it is difficult to consult with each individual. Therefore it is accepted practice that the entire committee attends the monthly meeting, but that the entire committee nominate an executive committee to represent them and that certain responsibilities and tasks are delegated to them.

How are decisions of the meeting recorded?

It is a requirement that an accurate record of the proceedings and the decisions of the meeting are kept. We call this record the “Minutes”.

Minutes should be short and factual. They are not supposed to be a verbatim account of the proceedings.

The chief object is to preserve a record of the business conducted at a meeting for those responsible for the control of the organisation which has called for the meeting.

Minutes are records of business done.  The exact wording of resolutions passed at the meeting must be included in the minutes.  Writing minutes differs from writing a report in that a report will present a detailed account of all that was said.  Minutes will show exactly what was done at the meeting, what was formally proposed and what was finally decided upon.  Minutes need to be clear, precise, concise, objective and unambiguous.

Why is accuracy so important?

At every meeting the minutes of the previous meeting are read and approved by the voting members.

If there are any mistakes in the minutes they must be corrected at this point. The Chairman then signs the minutes as a true and accurate record of what took place at the meeting. The decisions contained in those minutes are

then legally binding on the committee.

Any part of the minutes can be produced in a Court of Law and used as evidence.

Who is responsible for writing the minutes?

The Secretary of the committee is responsible. The Secretary takes full and comprehensive notes throughout the meeting. He must make sure that he accurately records any decisions or resolutions. If he is not clear on a particular point. He may ask “through the chair” for clarification of any point. 

All remarks made at a meeting must be addressed to the Chairman.

It is a good idea for the Minutes to be written up within 48 hours of a meeting, while the events of the meeting are still clear in his mind.

A copy of the Minutes can be posted on a notice board, but copies should be sent to all members of the committee. The member should receive their copy of the minutes at least 48 hours before the next meeting. Where possible members should receive the minutes soon after last meeting.

What must the secretary not record?

Sometimes a member will insist that his statements are recorded in the minutes. However there is nothing in the standing orders which allows for this.

Once a majority decision has been taken, it is binding on the whole committee. An individual who disagrees with the decision, may ask that his vote against the decision may be recorded. This can be done.

Recording proceedings in minutes

The accuracy and completeness of minutes are essential characteristics which need to be borne in mind.

The following are characteristics of the style of minutes:

1. The date and place of meeting should be noted in minutes.

2. Headings must be used but they must be brief, clearly underlined and numbered.

3. The agenda is a most useful guide to the secretary in preparing minutes.

4. Minutes should be written in the past tense reported speech.

5. It is necessary to mention those present at the meeting in the minutes.

6. Only decisions and resolutions together with the name of the proposer and seconder should be recorded and not the details of the discussions that preceded.    

7. Minutes are signed and dated by Chairman after they have been approved (declared correct) by members attending a subsequent meeting.

8. The Secretary may also sign the minutes.

Who runs the meeting?

The committee may select a person to chair the meeting. This may change at every meeting, but usually the same person will chair the monthly meetings.

The Chairman must: -

· Preside at the meeting and see that order is kept.

· Be fair and impartial to all sides.

· Allow each side to present their case. 

· Summarise and seek clarification on points made.

· See that the agenda is followed.

· He may adjourn meetings when deadlocks threaten to develop, and allow members to caucus.

· He will call for a vote and in the case of a stalemate he may be allowed a casting vote. If there is a stalemate, it means that the committee is divided over an issue. It is therefore sometimes wise for the chairman not to give his casting vote. 

· In this instance it means that the motion is lost, or he may choose to give his casting vote in such a way as to preserve the “status Quo”)

· Comment on a possible illegal or improper statement.

· Give a ruling on a point of order.

· He must sign the minutes of the previous meeting.

Debating Procedure

Debating must be conducted in an orderly manner.  To achieve this goal the participants and the chairperson must adhere to the following:

1. Matters must be discussed in the order in which they appear on the agenda.

2. For the sake of fairness and balance, the chairperson should strive to let speakers supporting and opposing the motion speak alternately.

3. Members representing a minority group or opinion should be granted sufficient opportunity to state their case.

4. Debate may be interrupted at any time by raising a point of order.

5. A person addressing members should do so through the chairperson

6. The chairperson should see that the meeting is not drawn out and delayed by repetitive arguments.

7. Every member has the right to speak once to the motion and once to any amendment. The proposer of a motion has the right to reply. The chairperson has the right to reply to the total debate by summing up or clarifying.

Motions and Resolutions

A motion is a formal proposal submitted in writing to the meeting for consideration.  The motion becomes a “question” if it is correctly submitted with a proposer and seconder and is accepted by the chairperson. The  “question” is then “ tabled” for discussion and debate.

Once a decision has been reached the “question” becomes a “resolution”. The majority of voting members must accept resolutions.

· A motion must be proposed and seconded.  If a seconder cannot be found, the motion lapses.

· The motion must be clearly and unambiguously worded.

· It must be positive

· The wording of the motion must be in the form of a resolution that is practical and executable.

· Each motion must pertain to a single matter only.

· A motion on the agenda may not be withdrawn without the approval of the chairperson, the proposer and the seconder and the withdrawn proposal must be adopted by the meeting.

· A defeated motion may not be tabled again at the same meeting, it may however, be listed on the agenda of a subsequent meeting.

· When a member has proposed a motion, he must attend the meeting; otherwise the motion will automatically lapse.

· If a member opposes a motion, he may lodge a counter – proposal, by doing so he is indicating that he is against the motion but is nevertheless willing to discuss it.

Amendments

If someone is not happy with the motion he may table a motion that the original motion be amended.  An amendment may entail:

· The addition of certain words or phrases to the original motion

· The replacement of certain words or phrases

· The deletion of certain words or phrases.

As soon as it has been proposed and seconded, it is discussed immediately. If an amendment is adopted it is incorporated into the original motion. That motion is then debated, if the amendment is rejected, then debate reverts to the original motion. 
Procedural Motions

A procedural motion is a motion proposed while an ordinary motion, which has been duly tabled, is being debated.  The purpose of a procedural motion is to prevent or postpone debate on the ordinary motion or to put it to immediate vote.

Motion for Closure

The aim of this procedural motion is to end debate on the motion under discussion so that it can be put to the vote immediately.  It is usually worded as follows:  “That the matter now brought to the vote”, or “That the matter now be put”.

Closure is usually moved when the proposer feels that discussion has been off the point, or that the chairperson has not exercised proper control of the debate, or when so much time is devoted to an item that other items on the agenda are jeopardised.

Motion to Adjourn

This motion is used when you want to end the meeting. The motion may be proposed in the following cases:

· If a quorum is not present at the start of the meeting

· If the quorum is no longer present because members have left during the course of the meeting

· If the hour is late

· If the meeting becomes unruly

· If the issues are dealt with before the allocated time.

Point of Order

By raising a point of order a member brings to the attention of the chairperson what he considers to be possible breach of the rules, and regulations.

The chairperson must immediately give a ruling on the point of order, since it has priority over all other matters, including the matter already under discussion.

A point of order may be raised in the following circumstances:

· When a member uses offensive or insulting language

· If a motion is contrary to the law of the land or the constitution of the organisation

· If there have been irregularities in the proceedings

Voting

Voting is the method of determining the opinion of the members present about a motion.

There are several ways of voting which can be used:

Acclamation

Members who are in favour of the motion shout “yes” and those opposed to shout “no” The group which shouts the loudest wins the vote.

Show of hands

First those in favour of the motion raise their hands, the hands are counted, and then those opposing the motion are asked to raise their hands.  The chairperson tallies up the votes for and against and announces the results

Division

Those in favour are asked to move to one side of the room and those against to move to the other side of the room.

Ballot

This is known as “secret paper voting”.

Ballot papers are issued and collected and caught for and against, and the results are announced.

Postponement, Adjournment and Closure

Postponement

Postponement of a meeting takes place before the meeting commences, the date is changed to a later date.

Adjourning

A meeting can be adjourned only after the members have convened, and they agree that such a meeting can be adjourned.

Closing

A meeting is closed when all the items on the agenda have been dealt with.  It is the chairperson’s duty to declare the meeting closed.  After that no matters may be discussed.

Requisites of a valid meeting

In order that the business transacted at a meeting may be valid (legal) the following conditions must be met:

1. It must properly convened – this means that a notice, in a legally acceptable manner, must be given to every person entitled to attend.

2. It must be properly constituted – this means that the right person or that person’s accepted substitute must be in chair and a proper quorum must be present.

3. It must be held in accordance with the rules and regulations of the particular organisation- rules and regulations governing the conduct of meeting are set out in a company’s article of association, a club’s constitution or a local authority’s standing orders
Participants

Chairman

For a meeting to be valid it must be properly constituted.  This means that the properly elected chairman should chair the meeting and that a quorum of voting members must be present.  These two points are discussed below.

Every meeting is presided over or directed by a chairman.  The person presiding over the meeting should be in the chair for the duration of the meeting.  Any motions or resolutions discussed or voted on after the chairman has vacated the chair are invalid.

Most constitutions provide that a chairman be elected for a certain term of office and then he presides over all meetings held in his team.  Provisions is usually also made for the election of a deputy or vice-chairman who will act as chairman in his absence. 

Should chairman and vice-chairman be absent at a meeting then the members may choose a temporary chairman for that meeting only.  If the chairman or his deputy arrives after a temporary chairman has been elected then the acting chairman need not vacate the chair.  However, it is polite to do so once the item under discussion has been dealt with.

Whoever chairs a meeting is vested with the full powers and duties of the chairman.

Election of a chairman

· The rules for electing the chairman are determined by the constitution.  Most organisations require candidates for the chairmanship to have been members for a certain time, usually three years.

· A chairman is usually elected for the duration of a term of office and is usually assisted by a vice-chairman. 

· Some constitutions may provide that each meeting elect its own chairman.

· It is desirable the chairman be elected unopposed (without counter-proposal).  If the election is contested then a temporary chairman is elected to preside over the election of the chairman.

· When the chairman (and usually also the executive committee) is elected, the election is done by means of ballot.

· Where the outgoing chairman is a candidate for re-election to chairman then another person must preside over the election.

· Once the chairman is elected he immediately takes the chair and begins with thanks to the member.

Duties of the Chairman

· He must see to it that his election is constitutional and proper, i.e. that he is entitled to take the chair.  He must then call the meeting to order and establish whether a quorum is present.

· He should take care that all the rules and regulations governing the meeting are abided by and conform to all statutory, common law or constitutional requirements.

· Matters should be discussed in the order they appear on the agenda.

· The chairman must determine whether all proposals and motions submitted fall within the scope and terms of reference of the meeting.

· The chairman must maintain order during debate and discussion.

· Once a matter has been discussed or debated the chairman must ensure that   voting takes place according to the rules of the organization.

· If a point of order is raised he must rule whether it is in fact a point of order.

· The chairman should not allow discussion on matters for which there are no motions.  There should be no unnecessary deviations or discussions off the point.

· He must receive all proposals and lay them before the meeting for discussion. He must ensure that every member is given an opportunity to take part in the discussion.

· The chairman must obtain the approval of the meeting before he can sign and ratify the minutes of the previous meeting.

· The chairman should ensure that a person holding the floor is not interrupted or distracted by remarks from others.

Powers of the chairman

· The chairman’s powers are determined by the constitution.  They are usually restricted to the chairing of meetings and to matters which fall within the scope of the meeting.  


· His powers, though varying from one organisation to another are broadly the following.

· He must use his authority to maintain good order.  If a member’s behaviour is offensive he may call that person to order or request him to leave the meeting.

· The chairman must give a ruling on matters such as points of order.  His decision is final.

· He has the power to determine the order of speakers and may set a time limit for each speaker.  Fairness is important here.

· As chairman he usually has the casting vote.  A casting vote is an extra vote over and above his vote as an ordinary member.  The chairman’s casting vote is used only where there has been a tie.

The Secretary / Minute Taker

A secretary assists the chairman to organize the meeting by getting the notice, meeting documentation and the venue ready for the delegates. 

Decision makers

When decisions have to made at a meeting, it is very important that the people with the authority to make these decisions are present.  In projects it could include:

· Team leaders

· Project managers

· Project steering committee members

· Change control board members

· The client

· Community members

Technical experts

Most projects make use of technical experts at some stage during the project roll out.  It will not be necessary for technical experts to attend every meeting, but their attendance would be required when:

· They have to give technical information

· Their technical knowledge is needed to make decisions or to approve a change control request

· Or as otherwise required by the organisation

PLAN FOR A MEETING OR WORKSHOP

Outcome 

Plan for a project meeting and/or workshop. 

Assessment criteria

· Meeting/workshop participants and alternates are identified, recorded and contact details are available

· Dates, times and venue for project meeting/workshop are determined and recorded according to agreed procedures

· Purpose of the meeting is agreed with relevant stakeholders

· Checklist or schedule for arranging project meeting/workshop is prepared and agreed with relevant stakeholders.

· Constraints or rules to be followed in arranging the project meeting/workshop are complied with according to agreed policies and procedures. 

Steps to effective meetings

There are five steps to effective meetings:

· Planning:  what are the objectives of the meeting? 
· Pre-notification: keep the other attendees informed

· Preparation: the physical arrangements and the paperwork, such as the agenda

· Processing:  structure the discussion of each item on the agenda.  Allocate time for the discussion of each item, so that you have a guideline about the length of time the meeting will take

· Putting it on record:  the decisions and action points should be summarised afterwards

Normally the secretary or one of the clerks will be responsible for making the arrangements for a meeting, both the physical arrangements as well as arranging all the paperwork.

Who may attend meetings?

The elected officials of the organisation/project conducting the meeting may attend.

Other people may be invited by the whole committee to make presentations, give evidence or observe a certain part of the meeting. However these people may not vote at the meeting or make decisions on behalf of the committee members. Nor may they join in the discussions unless invited to do so.

As discussed in the previous section, projects have various types of meetings.  You will have to 

· Identify the participants of the various meetings, 

· Record the participants 

· And their contact details for each type of meeting, so that you can prepare the necessary documentation.

Below is an example of such a list.  You would adapt the list to suit the standard operating procedures of the project you are involved in, or the standard operating procedures of your organisation.

	Project Progress Meetings

	participant name
	Telephone Number
	Fax Number
	Alternative contact
	Telephone number

	
	
	
	
	

	
	
	
	
	


Progress Meetings 

Attendees would be:

· Project manager

· Team leaders

· Technical experts, if required

Vendor Meetings

Attendees would be:

· Project manager

· Team leaders if required

· Suppliers

· Technical experts if needed

Project Board or Project Steering Committee

Attendees would be project manager and project board or project steering committee.

Ad Hoc Meetings (Problem solving)

Attendees would be the project manager, team leaders and possibly team members

Change control board meetings

Attendees should be the project board or steering committee, the project manager, if needed team leaders and technical experts

Planning meetings

Attendees to these meetings will include:

· Community members, if applicable

· Client

· Project manager

· Team leaders

· Technical experts

· And other stakeholders, if and when necessary

How often should meetings take place?

Most organisations hold one meeting per month. A meeting is not usually held in December. These meetings are attended by all committee members.

The Chairman may, if requested by at least one-third of the members of the committee, convene a special meeting. At this special meeting the members may only discuss the specific topic of interest which caused the meeting to be called.

If sub-committees are formed, they arrange special meetings to discuss matters pertaining to that sub-committee.

Remember: 
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Peoples’ time is precious so don’t call meetings just for the sake of having a meeting.

Meetings must be productive.

Progress Meetings 

Project progress meetings will usually take place on a weekly basis.  The dates, times and venues for these weekly meetings will usually be scheduled at the start of the project, so that all the attendees know in advance when and where they have to attend.

Vendor Meetings

These meetings can take place on a monthly or bi-monthly basis or as described by the standard operating procedures of the project.

Project Board or Project Steering Committee

These meetings will take place on a monthly or bi-monthly basis.  As with progress meetings, the dates, times and venues will also be scheduled in advance.

Ad Hoc Meetings (Problem solving)

Problem solving meetings will take place when they are needed; these meetings are not usually planned in advance.

Change control board meetings

Change control board meetings will take place regularly, as required by the standard operating procedures, to review any changes made to the scope of the project that were authorised by the manager.  If an urgent meeting is required to discuss a change request that cannot be authorised by the project manager, it will be arranged as and when needed.

Planning meetings

Will take place according to the standard operating procedures and as requested by stakeholders.
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Prepare checklists

As many project meetings take place on a regular basis, and are scheduled in advance, it is advisable to develop a checklist for arranging these meetings.  This checklist will be sent to the stakeholders involved in the meeting at the beginning of the project, when the scheduling of the meetings takes place.  This will enable stakeholders to plan their time in order to attend the meetings.  It also provides stakeholders with the opportunity to suggest changes to the date, time or venue in advance.

An example of such a schedule:

	Project steering committee meeting

	Date
	Time
	Venue
	Purpose 

	15 January
	10:00
	Boardroom
	review project progress, discuss problems experienced

	15 March
	10:00
	Boardroom
	

	15 May
	10:00
	Boardroom
	


The above is only an example; you will develop checklists according to the standard operating procedures of the project or your organisation.  You will also develop checklists for all the types of meetings, send them to the stakeholders and keep copies on file for your records.
Paperwork related to a meeting

The following are typical of most meetings:

· Notice of Meeting: sent out before the meeting

· Agenda: sent out before the meeting

· Minutes of the Meeting:  minutes of the previous meeting are sent out before the next meeting takes place

· Attendance register:  prepared beforehand and completed at the meeting

· Distribution List

Who do you send the notice, agenda and minutes of a meeting to? 

To everyone who has to attend the meeting, according to the lists you made for each type of meeting.  Documents are usually sent to participants using a distribution list. The recipients listed on the distribution list would be:

· All stakeholders who attended the meeting

· Those stakeholders who were absent 

· At times, to staff who are required to do something related to the meeting even though they did not attend the meeting or do not normally attend the meetings.  This could be a secretary or admin clerk working in the department of a manager who did attend the meeting and has been allocated a task that has to be carried out as noted in the meeting.  The manager would not do the task himself, but would require on of his staff members to action the task, and therefore that person should also receive a copy of the minutes in order to know the details of the task.  If the organisation you work for, requires this to happen, your manager will usually advise you to send the specific admin clerk or secretary a copy as well.

· People who need to know the contents of the meeting, even though they do not normally attend the meetings.  This could be the branch manager, the managing director of the company, a departmental manager from another department.  These people would not be required to attend the meetings but need the information contained in the minutes.

Format of the distribution list

The purpose of the distribution list is to:

· Ensure that everybody who should documentation of meeting does indeed receive the documents

· Ensure that everyone who has to receive the documentation signs in acknowledgement of receipt

Typically, the distribution list would be done on an internal company letterhead, with the details of the document as the header.  Then will follow a list of people who should receive the copies, with space provided for their signatures as well as the date they received the minutes.

The layout could look as follows:
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COMPANY LETTERHEAD

DISTRIBUTION LIST FOR MINUTES OF TRAINING MANAGEMENT MEETING HELD ON 17 JUNE 20… AT 09.30

Recipients:

	Designation
	Name
	Date Received
	Signature

	Chairman
	Jay Naidoo
	
	

	Vice-Chairman
	Anne Smith
	
	

	Secretary
	Diane Kelsey
	
	

	Manager Sales Department
	Brian Wood
	
	

	Despatch Manager
	Kurt Khoza
	
	

	Office Manager
	Sally Mahlangu
	
	

	Training Manager
	Nina Brown
	
	

	Finance Manager
	Solly Jantjes
	
	


If the document is faxed to a recipient, the date the fax was sent is recorded and the proof of sending is attached to the distribution list.

Notice and Agendas

According to the constitution of an association or of an organisation, members who are entitled to attend meetings should receive due and adequate notice thereof within a reasonable time.  

Such a notice may be given orally, by telephone or personally, unless the constitution requires that it should be in writing.  

Notice is generally given 21 Clear days before an Annual General Meeting (AGM) and 7 to 14 days before other meetings.  By clear days we mean that the day of notice and the day of meeting are not included.  The method of serving the notice should be strictly in accordance with the constitution.  

Notice

For a meeting to be properly and validly convened timeous and proper notice must be given as determined by the constitution or rules which govern the convening of meetings.

Requirements for valid notice

1. The notice must be unconditional.  One may not, for example, attach a condition that the meeting will not take place if a certain circumstance prevails.

2. The notice should state what sort of meeting it is, e.g. Project progress meeting, Vendor meeting, etc.

3. If a notice is given then the meeting must take place at the time and venue indicated unless the constitution permits postponement or a change of venue.

4. Notice should be sent to every member entitled to attend, even if a person has indicated that he will be unable to attend.  

5. A meeting cannot be declared invalid if it can be shown that all members were present at the last meeting and it was unanimously decided not to send out notice for the following meeting.

6. Notice should be given in good time and in accordance with the constitution.  If the constitution is silent on this point then a reasonable time should be allowed.  

7. A reasonable time is seven “clear” days, i.e. there should be seven days between the sending out of notice and the meeting, excluding the day the notice was sent out and the day of the meeting.  Sundays and public holidays falling between these days may be included.

8. The notice should clearly indicate the date, time and venue of the meeting. 

9. These details should be arranged according to the greatest convenience of members.

10. Notice should be given in the manner prescribed by the standard operating procedures.  If written notice is required then this should be done.

11. If notice is sent out by a person not authorised to do it may be ratified by one having such authority.  Ratification of the notice, however must be given before the commencement of the meeting.

12. If a notice does not comply with the legal requirements or regulations in the constitution then a member may obtain a court order declaring that notice invalid and compelling the committee to send out valid notice.

13. Notification of the meeting must be sent to members in order for the meeting to be validly constituted.  The casual or coincidental gathering of members, even if 
they form a quorum, is not a validly constituted meeting because proper notice has not been given to all entitled to attend.

Agenda

The agenda is usually drawn up by the secretary and chairman, and circulated well before the meeting so that members may consider the items of business and prepare themselves accordingly.

An agenda is sometimes referred to as a transactions list.  It is a list of matters to be raised and discussed at the forthcoming meeting.  The agenda is always sent out together with the notification so that members are informed of what will be discussed at the next meeting.  This allows members to prepare themselves for the meeting.  

Though there are no common law rules regarding agendas, most organisations have regulations concerning the agenda in their constitutions. 

The advantages of a well constructed agenda are:

· Matters are raised and discussed in a systematic and logical manner.

· It prevents matters which will be discussed later from being raised at the wrong time.

· It prevents matters from being forgotten or ignored.

The secretary is usually responsible for compiling the agenda.  This she does in accordance with - 

· instructions from the chairman or committee

· requests by members

· matters arising from the minutes of the previous meeting.

It is important to note that the agenda must be sent out well before the meeting is to take place so that attendees can add items for discussion at the meeting.

ARRANGE OR SUPPORT A PROJECT MEETING/WORKSHOP

Outcome

Arrange and support a project meeting and/or workshop

Assessment criteria

· Project meeting/workshop invitations and agendas are prepared and distributed in a time frame that allows for pre-meeting/ workshop preparation.

· Meeting minutes and other supporting documentation is distributed within agreed time frames after previous meeting/workshop

· Meeting/workshop documentation is complete, accurate and stored in safe custody.

· Necessary facilities, venues and resources are arranged in accordance with requirements, constraints and rules

· Meeting/workshop participants are communicated with in order to confirm and clarify arrangements and to resolve issues
How do you call a meeting?

All members of the committee must be notified in writing at least 24 hours before the meeting takes place.

The notice should state the time, date and place of the meeting. It should also indicate topics which are to be discussed.
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Notice of an ordinary meeting

ABC Project Progress Meeting

Notice Of Meeting

A weekly project progress meeting will be held in the boardroom on Monday, 10 July 2… at 09:00.

AGENDA
1.
Welcome

2.
Attendance register

3.
Apologies

4.
Minutes of the previous meeting

5.
Matters arising from the minutes

6.
Correspondence

7.
Team progress reporting

8.
Change requests received

9.
General

10.
Date of next meeting

11.
Closing



_________

B. Bantam

Project Asminsitrator

3 July 2…
Agenda

The Agenda is a list, or programme of the items of business to be discussed at a meeting.  The items of business are set out in the order in which they are to occur. 
Setting the agenda is a crucial task, as it defines the boundaries of the discussion that will proceed during the course of a meeting.  A carefully prepared and managed agenda will keep the group focused on achieving the desired outcomes. It can serve as a route map of the meeting that everyone can refer to.

In theory, the Chairman (project manager) of the meeting draws up the Agenda, but in practice the Secretary (project administrator or project secretary) usually does this.  The Chairman must still agree the Agenda before it is distributed

Refer to the following when drawing up an agenda:

· [image: image34.png]


Minutes of the previous meeting: for any unfinished business left over from the previous meeting, called matters arising.

· Propositions received: who wants to add items to the Agenda

· Correspondence: which may relate to the previous or the coming meeting

· Action taken following the previous meeting

These sources of information will help you to define the main items of business for the Agenda.

Information that must appear on the Agenda

· Title, date, time and place of the meeting

· Apologies for absence

· Minutes of the previous meeting

· Matters arising from the previous meeting (Unfinished business)

· Other items to be discussed and decided

· Any other business

· Date, time and place of the next meeting

Always ensure that the Agenda is neat and well laid out.  Write in a clear, concise style, check grammar, punctuation and spelling.  You can even ask a colleague to review your draft and make suggestions for improvement.

Items that may appear regularly on the Agenda:

· Minutes of the previous meeting

· Matters arising from the previous meeting’s minutes

· Reports 

· Motions 

· Correspondence 

· General or urgent matters

· Date of the next meeting

· General – can also be called any other business

· Closure of the meeting

General notes regarding Agendas

· Next to each item on the agenda, briefly describe what is to be discussed so that its purpose is clear to member who will be attending the meeting.

· The Agenda should be kept as short as possible, it should be consistent (reliable), and unambiguous (clear, no double meanings) 

· Any relevant additional papers should accompany the Agenda and they should be clearly referred to in the Agenda.  These are known as Agenda papers.

· When drawing up the Agenda, think about what information can be presented in the form of appendices, such as additions and attachments, and agenda papers, rather than having lengthy description in the Agenda itself.

Obviously all the above items will not appear on every agenda.  The contents will depend on the kind of organisation and the motions to be debated.

The last item on the agenda; i.e. “General” is useful but is open to abuse.  Some people may raise trifling matters when “General” is up for discussion, so it may be a good policy to change “General” to “Urgent matters”.  The chairman will then be able to decide whether a matter is important or not.

Motions notified and appearing on the agenda may not be altered or ignored.  Any changes to the agenda must be ratified by the whole meeting.  Copies of any reports must be sent to the members along with the agenda.

Layout of the Agenda

The layout of the Agenda is very important, as the order of the Agenda normally determines the order that discussions will take place in during the meeting.

The Agenda will usually appear on an official letterhead.  The heading of the Agenda should answer the questions: “who, where and when”:


AGENDA

THE NEXT TRAINING COMMITTEE MEETING WILL TAKE PLACE IN THE BOARDROOM ON WEDNESDAY 17 JUNE 2---- AT 10:00 AM

1. Apologies for absence

2. Minutes of the last meeting.  Copy of minutes attached Addendum A

3. Matters arising.  See copy of minutes.

4. Annual WSP due date.  Update from SETA attached. Addendum B

5. Annual Training plan due date.  Update from SETA attached.  Addendum C

6. Training progress report.  Report attached.  Addendum D

7. Learnership progress report.  Report attached.  Addendum E

8. New learnerships registered.  List attached.  Addendum F

9. Training providers.  Updated list attached.  Addendum G

10. General

11. Next meeting date

12. Adjournment

Explanatory Notes

	Agenda Item
	Explanation

	1.
	Apologies for absence


	Having declared the meeting open, the chairman will announce any apologies from members unable to attend the meeting

	2.
	Minutes of the last meeting.  Copy of minutes attached Addendum A


	The chairman will ask members if there are any corrections.  After making the necessary corrections, the minutes are signed as being a true record of the meeting.

	3.
	Matters arising.  See copy of minutes
	In this section, any developments arising from the previous meeting will be discussed.

	4.
	Annual WSP due date.  Update from SETA attached. Addendum B
	This item will be discussed by the members concerned and a plan of action will be drafted, if required, with tasks allocated to members where necessary.

	5.
	Annual Training plan due date.  Update from SETA attached.  Addendum C
	As above.

	6.
	Training progress report.  Report attached.  Addendum D
	The training report will be discussed and corrective action steps noted where applicable.

	7.
	Learnership progress report.  Report attached.  Addendum E
	As above

	8.
	New learnerships registered.  List attached.  Addendum F
	New learnerships will be discussed.  Possible points of discussion could be which learnerships will be appropriated to the organisation and which employees will be eligible for the learnerships. 

	9.
	Training providers.  Updated list attached.  Addendum G
	The possibility of using new training providers, as well as their company profiles could be discussed here.

	10.
	General
	This is the opportunity for members to raise additional matters for discussion.

	11.
	Next meeting date
	Announcement of the date for the next meeting.

	12.
	Adjournment
	


Register of members and attendance list

If you are the project secretary or administrator, it will be your responsibility to keep a list of attendees.  An alphabetical list can also serve as an attendance register.  This has the advantage that the same document records all members and which of those were present at meetings.  Reasons for non-attendance (apologies, etc) can also be noted thereon.  This will enable you to determine which members have failed to attend two or three consecutive meetings.  They can then be asked to explain their absence.

Where an attendance register is completed by those present it is not necessary to list their names in the minutes.  The minutes can then read, “…25 members present as per attendance register”.  However, the names of those who have offered apologies must still noted in the minutes.


ABC Project

Project Progress Meeting 

Held in the boardroom 

On Wednesday 17 June 2- at 10:00 am

Attendance Register

	Member

	Signature

	
	

	
	

	
	

	
	

	
	


Minutes

Why are minutes kept?

The secretary usually takes the minutes of the meeting, however, these days this job can be handed to just about any member of the meeting.  Producing the minutes of a meeting could possibly be the most demanding task a secretary or office clerk will have to perform. 

The chief object of minutes is to preserve a record of the business conducted at a meeting for those responsible for the control of the organisation which has called for the meeting. Writing minutes differs from writing a report in that a report will present a detailed account of all that was said.  Minutes will show exactly what was done at the meeting, what was formally proposed and what was finally decided upon.  Minutes need to be clear, precise, concise, objective and unambiguous.

· This document is called ‘minutes’, because it is a minute-by-minute record of procedures taking place at the meeting.

· The minutes must be an accurate record of the meeting’s business.  Members will read them carefully, looking for potential errors, slights or inaccuracies. 

· The person taking the minutes must appreciate the value of discretion.  Many people will say things in the heat of the moment that are later regretted.  These comments are normally not recorded verbatim.

· Minutes serve as a reminder of responsibility and tend to encourage courteous behaviour on the part of committee members.

· Furthermore, minutes form the recorded and legal history of the organisation and can always be referred back to, so they can also be used as a source of reference.

· The minutes of a meeting provide a vital function in an organisation.  An accurate and ongoing set of minutes provides a source of reference and confirms approval for action taken.  

· The minutes also prevent democratically made decisions being overlooked or “railroaded” into oblivion by more determined personalities.

· Minutes can also be used to resolve conflict, as they form a permanent record of decisions that were taken.

· The exact wording of resolutions passed at the meeting must be included in the minutes.

Purpose of minutes

Minutes have three purposes: 

· Constitutional: minutes serve as a record of the proceedings of a meeting and are often legally required.

· Executive: minutes often provide the basis for action – somebody has to do something, and the person responsible is named and a due date for the action to be completed is set.

· Progressive: minutes can serve as a basis for developing policy.

You can sum up by saying that the sole purpose of minutes is the recording and presentation of facts.

The accuracy and completeness of minutes are essential characteristics which need to be borne in mind.

The following are characteristics of the style of minutes:

1. The date and place of meeting should be noted in minutes.

2. Headings must be used but they must be brief, clearly underlined and numbered.

3. The agenda is a most useful guide to the secretary in preparing minutes.

4. Minutes should be written in the past tense reported speech.

5. It is necessary to mention those present at the meeting in the minutes.

6. Only decisions and resolutions together with the name of the proposer and seconder should be recorded and not the details of the discussions that preceded. 

7. Minutes are signed and dated by Chairman after they have been approved (declared correct) by members attending a subsequent meeting.

8. The Secretary may also sign the minutes, if this is allowed in the standard operating procedures

Example of minutes of a meeting

JJ’s SPORT AND SOCIAL CLUB

Minutes of the General Meeting of the above Club held at the Arena Park Hall on 

Saturday, 10 July 2000 at 15h00.

1.
WELCOME


The chairman welcomed all the members present, and expressed his pleasure at the extremely good attendance.

2.
PRESENT


Mr. A. Antelope: 
Chairman


Mr. B. Bantam:

Secretary


Mr. C. Crazy:

Treasurer

3.
APOLOGIES


Apologies were received from Mr. D. Dodo, and Miss S. Smith.

4.
MINUTES OF THE PREVIOUS MEETING


Since the minutes had been circulated, they were taken as read.  Mr. C. Crow moved for adoption of the minutes.  Miss B. Bandy seconded.

5.
MATTERS ARISING

5.1
Items 4.6: Miss E. Egghead enquired whether the Club still intended hiring the Arena Park Sports Stadium.  At the increased fee of R25.00 per night.  The Chairman stated that Executive Committee had not finalised the agreements.  The committee will report back at next meeting.

6.
CORRESPONDENCE


A letter was received from Montford Youth Club inviting our treasurer Mr. C. Crazy, to deliver a lecture on ‘Relationships’ to members of the youth group.  The chairman considered the invitation an honour, and requested Mr. C. Crazy to accept.  He will inform the group of his acceptance.

7.
VOLLEYBALL TOURNAMENT FOR JULY


Miss A. Ant was chosen captain for July Season.  The time table for the tournaments will be out in June.  The Chairman wished the team all the success for the forthcoming tournaments.

8.
FUNDS FOR NEW EQUIPMENT


The Secretary stated that the Club urgently requires the following items:



3 Basket Balls



2 Tennis nets



5 Volleyball nets



1 Tape recorder


The approximate cost of these items is R1 350.  It was unanimously decided to organise a winter ball at the City Hall in order to raise funds.  The following members were elected to an Ad Hoc Committee to organise this fund raising drive: 


Miss A. Andy, Mr. G. George, Miss T. Tilly and Mr. M. Milly.


The committee will report back at the next meeting.

9.
URGENT


No other business was discussed.

10.
DATE OF NEXT MEETING


The next general meeting will be held on Friday 7 October 2000 at 15h00 at the same venue.

11.
CLOSING


The meeting closed at 17h00.

CHAIRMAN

SECRETARY

Recording resolutions in minutes

Record only the decision reached, usually after a vote. The arguments, disagreements, conflicts or lengthy discussions that lead to the decision are not detailed.  All the hours of debate that preceded the decision could be reduced to a few brief words:


5.2 RESOLVED: that the company’s Southside branch is closed with immediate effect.

OR

5.3 It was RESOLVED that the company’s Southside branch be closed with immediate effect.

Some organisations add a narrative style to their Resolution minutes.  This can be a satisfactory middle course.  The resolutions in this type of Minutes will contain two parts:

The preamble

And then

The resolution


5.2 BOKSBURG DRAINAGE

The Engineer reported that Boksburg Drainage Ltd had completed the first contract for connecting 100 dwellings to main sewerage.  They had now submitted a quotation at the same rate for an additional 100 connections and in view of the satisfactory standard of workmanship the Engineer recommended acceptance of this quotation.

RESOLVED: that the quotation referred to be accepted.

Narrative Minutes

Narrative minutes tell more of the story of what happened at a meeting and who said what.  The main points of the background and discussion leading to a decision are often included and anyone reading minutes of this kind would be able to form a much more detailed picture of what the meeting was about.

Narrative minutes are recorded in reported speech – this means meeting members are referred to in the third person or by the office they hold.

Care must be taken when recording narrative minutes that verb tenses are appropriate and that the time interval between the actual discussion at the meeting and the later recording of the minutes does not lead to confusion.

He said that he would contact the suppliers next week.

At the time this statement was made, ‘next week’ was true, but if the minutes were distributed and read a fortnight after the meeting took place, it would no longer be accurate.  It is recommended to quote the week as ‘ during the week of 4 to 8 June’ or to use expressions like ‘the following week’.

Voluntary bodies often use narrative minutes – we all enjoy seeing our names in print.  

Committee members usually give up their spare time to attend meetings and when they see their contributions and concepts given value by being mentioned in the official record of the proceedings, it enhances their commitment and provides a motivational boost.

An example of narrative minutes:


TRIDENT ENGINEERING SOCIAL CLUB

Minutes of the committee meeting held on Monday 23 April 20… in the clubhouse committee room at 7.30pm.

Present:
Greg White

Chairman



Kevin Pillay

Vice-Chairman



Paul Simpson

Secretary



Rita Naidoo

Treasurer

1. APOLOGIES

John Brown

2. MINUTES OF THE LAST MEETING

3. The Chairman pointed out a typographical error.  In item 6 – the figure of R520 should read R250.  members were asked to amend their copies accordingly and the minutes were then approved and signed by the Chairman.

OR
the minutes were approved as amended and signed by the Chairman

4. MATTERS ARISING FROM THE MINUTES

5. The secretary reported that following the committee’s request, she had written to ACE Industries to ask them if they would be prepared to sponsor the forthcoming sport tournament.  A reply was awaited.

6. FINALISING THE SOCCER FIXTURE LIST

7. John French (Fixtures secretary) informed the committee that there were only four fixtures still not arranged.  He had spoken to the secretary of Northdene Sport club who had promised to confirm within the week.  The fixtures secretary wondered whether the club would wish to meet Ladysmith Sport Club again, in view of the distance and cost associated with the away fixture.  It was decided to cancel this match and the fixtures secretary was asked to write an appropriate letter.  The chairman requested that the finalised details be sent to the printers before 7 May, so that the information would be available to club members in good time.

8. PROPOSAL TO INCREASE BAR PRICES

9. The chairman referred the committee to the proposal put forward by Rita Naidoo and Sam Mkhize “ That the current bar prices be increased by 10% to supplement club funds”.  Mr Mkhize advised of a comparative study he had made of prices charged at clubs and public bars in the area, nearly all of which charged prices more than 15% higher than the club’s.  Mrs Davis was concerned that the increase might have the opposite effect to the one desired, i.e. causing less people to use the facilities.  Miss Naidoo supported the motion, since club funds were down when compared to the same time last year.  After a full discussion it was unanimously agreed that club bar prices be increased by 10% with effect from 1 May.

10. Mr Saunders raised the matter of the state of some of the chairs in the club lounge.  His wife had cut her leg and torn an expensive skirt because of a splitting chair leg.  The chairman asked Mr Saunders if he would make a careful examination of the lounge furniture and report back to the committee at the next meeting.  It was agreed that the club would meet the costs of repairs to Mrs Saunders’ skirt.

11. DATE OF NEXT MEETING

12. The next committee meeting was scheduled for Monday 21 May 20…, in the clubhouse committee room at 7.30pm

Signed

Chairman

Date

21 May 20…
Action Minutes

In some organisations a compromise between the brevity of resolution minutes and the detail of narrative minutes is reached. Here the proceedings are reported briefly and the name of the person delegated to act on a particular item is entered in a column, usually on the right-hand side of the minutes page, opposite the item itself.

The advantage of such a format is that it is very clear who has undertaken or been asked to perform a specific task.  When the minutes are circulated, it is immediately clear to a member whether he is required to take any action in any way, or whether he may read and file the minutes on an ‘information only’ basis. 

The use of Action Minutes is very effective in the workplace.  Action minutes should be judged carefully when used in the context of a voluntary organisation, as members could feel that they are being coerced and driven rather than wooed and led by the chairman.

An example of Action Minutes:

  TRIDENT ENGINEERING SOCIAL CLUB

Minutes of the committee meeting held on Monday 23 April 20… in the clubhouse committee room at 7.30pm.

Present:
Greg White

Chairman



Kevin Pillay

Vice-Chairman



Paul Simpson

Secretary



Rita Naidoo

Treasurer

1. APOLOGIES

John Brown

	2. MINUTES OF THE LAST MEETING

The Chairman pointed out a typographical error.  In item 6 – the figure of R520 should read R250.  members were asked to amend their copies accordingly and the minutes were then approved and signed by the Chairman.
	ACTION

	3. MATTERS ARISING FROM THE MINUTES

The secretary reported that following the committee’s request, she had written to ACE Industries to ask them if they would be prepared to sponsor the forthcoming sport tournament.  A reply was awaited
	

	4. FINALISING THE SOCCER FIXTURE LIST

 John French (Fixtures secretary) informed the committee that there were only four fixtures still not arranged.  He had spoken to the secretary of Northdene Sport club who had promised to confirm within the week.  The fixtures secretary wondered whether the club would wish to meet Ladysmith Sport Club again, in view of the distance and cost associated with the away fixture.  It was decided to cancel this match and the fixtures secretary was asked to write an appropriate letter.  The chairman requested that the finalised details be sent to the printers before 7 May, so that the 

information would be available to club members in good time
	Fixtures Secretary

	5. PROPOSAL TO INCREASE BAR PRICES

The chairman referred the committee to the proposal put forward by Rita Naidoo and Sam Mkhize ‘ That the current bar prices be increased by 10% to supplement club funds”.  Mr Mkhize advised of a comparative study he had made of prices charged at clubs and public bars in the area, nearly all of which charged prices more than 15% higher than the club’s.  Mrs Davis was concerned that the increase might have the opposite effect to the one desired, i.e. causing less people to use the facilities.  Miss Naidoo supported the motion, since club funds were down when compared to the same time last year.  After a full discussion it was unanimously agreed that club bar prices be increased by 10% with effect from 1 May.
	Treasurer

	6. ANY OTHER BUSINESS

Mr Saunders raised the matter of the state of furniture in the club lounge. His wife had cut her leg and torn an expensive skirt because of a splitting chair leg.  The chairman asked Mr Saunders if he would make a careful examination of the lounge furniture and report back to the committee at the next meeting.  It was agreed that the club would meet the costs of repairs to Mrs Saunders’ skirt.
	Mr Saunders

	7. DATE OF NEXT MEETING

The next committee meeting was scheduled for Monday 21 May 20…, in the clubhouse committee room at 7.30pm
	


Signed:

Chairman

Date:
21 May 20…
Some points of guidance on minute-taking  

1. Familiarise yourself with the way in which the minutes have previously been recorded, by studying earlier minutes. This will also provide useful information in relation to the nature of the business and will help clarify the identities and degree of participation usually associate with members attending the meetings.

2. Where the meeting is of a more informal nature, do not hesitate to seek guidance from members and the chairperson on the way the minutes should be taken

3. Try to avoid taking too many notes. This is more difficult in the early stages of attending meetings for the purpose of taking minutes, as your inexperience and lack of familiarity will make it more difficult to select what is important. This is where doing your homework beforehand should help!

4. Try to cultivate the art of effective listening. It is all too easy to hear and even make notes while not really concentrating on the content of what is being said.

5. Be sure to record all essential items verbatim, e.g. resolutions and amendments. 

6. Be sure to get the names of proposers and seconders correct.

7. Where votes are taken, be sure that you have the correct figures for and against together with any abstentions. 

8. Where people have been given the responsibility of following something up before the next meeting, make sure that their names and details of the matter to be followed up are accurately recorded.

Presentation Of The Minutes

Style

The sole purpose of minutes is the recording and presentation of facts.  The style of writing should be precise and accurate.

Use of names

In The General Body Of The Minutes, Names Are Normally Omitted.  However, There Are Occasions When They Could Be Included, As Follows:

· List of members present

· This list is usually headed by the Chairman’s name, with the other names following in alphabetical order of surname:


Present: 
W Black
Chairman




J Blue




C Green




Y Orange




B Red





A Yellow
Secretary

Apologies for absence

It is very important to record the names of the members who cannot attend and send in their apologies before the meeting.  This is to ensure they retain their seats, or the right to attend further meetings.  These names are listed under the heading of Apologies.  Members who do not attend and fail to send advance notice that they will not be able to attend, are listed under the heading of Absent.

Any member whose name appears under Absent three times will lose his/her seat at the meeting.  Board members can be voted off the Board for the same reason.

Absentees are listed in the same way as those present – alphabetically, according to surname:

Absent with apologies

Aplogies
T Pink









R Violet









D White

Absent without apologies
Absent

Q Lime









S Orange

Elections

Record the names of persons elected to office (positions on the Board of Directors, or similar)

Resolutions

Names of proposers and seconders are often included.  Proposers are persons who put names or suggestions forward, i.e. offered names or suggestions for consideration.  Seconders are persons confirm the names and suggestions put forward by the proposers.

Example: recording a resolution

It was proposed by Mr J Blue, seconded by Y Orange, that: ‘the meeting should adopt the secretary’s report without amendment”.  The motion was carried unanimously.

The last sentence in this item means that nobody was against the resolution, i.e. everybody agreed.  If some disagree, but the majority are in favour, the term Resolved may be used instead.  Resolved means agreed.

The resolution could be recorded in even simpler terms and without using names, for example:

The Secretary’s report was received an unanimously adopted without amendment.

Action

The names of those who have agreed to perform duties or take certain actions will either be minuted or included in a separate action column.

Layout

The layout of minutes is similar to that of reports.  There should be a heading, followed by details of time, date and venue of the meeting. These details appear on the cover page of the minutes, if one is used.  They are repeated on the first patge, followed by the lists of members present at the meeting, the apologies and the absentees.  Lastly, the proceedings of the meeting are recorded.

Numbering

Minutes can be numbered in one of the following formats:

· Consecutively, starting with number 1 for the first item of each set of minutes

· The first set of minutes is numbered, as described above.  The numbering of the second set starts after the last number of the first set, the third starts after the last number of the second set and so on.  In other words, if the last item of the first meeting is numbered 7, the first item of the second meeting will be number 8.  if it ends with number 19, the third set will start with number 20. 

· The advantage of using this method is that no two sets of minutes will have the same numbers.

· The same as described above, except that the numbers run for one year.  At the beginning of the new year, the minutes will again start with number 1.  You will adopt the procedure as described by the project or organisation standard operating procedures.

Minute items usually follow the same order as that used for the agenda of the meeting, except in the case of Matters Arising. 

Any Other Business

Although this item may appear on the agenda, it should not appear as a heading in the minutes.  Any discussion under it will be given an appropriate place in the minutes, as a separate and distinct item or items. 

The following example illustrates how you could make a note of such discussions then record them as items in the minutes.

	Secretary’s Notes
	Minutes

	7.  AOB

Mr Brown:  complaints re canteen prices.  Up 20% in 18 months.  Beyond a joke.

Mr Green:  Still subsidised

Miss Pink:  Should complain.  Disgraceful.

Chairman:  Do you want us to complain formally?

AGREED
	7.  Canteen Prices

The attention of the meeting was drawn to the further increase in canteen prices.  Although subsidised, they were now 20% higher that eighteen months ago.  The meeting agreed that a formal complaint should be made.

	Mr Green:  Tennis in Summer.  Can we use local courts again?  Plenty of people would like to.

Chairman:  Hope so.  Ask Sec to enquire.  Are we going to hire as an association again?

YES

Chairman:  How many nights a week?  Which months?

Miss Pink:  One enough – didn’t use two most of last year.

Mr Green:  Yes, we did – except for August.

Chairman:  Shall we try for two then.

YES
	8.  Use of tennis courts

The secretary was asked to enquire about the possibility of the association hiring the Park tennis courts for two nights a week for months of May to September inclusive.


Repetition

Discussions at meetings often sway back and forth between agenda items and people sometimes repeating themselves.  Pay attention and make notes as this happens, but when you type out the minutes, leave out the repetitive matter and rearrange the discussion to fit logically, under the appropriate headings.  Again, follow the order of the agenda.

Signature and Copies

Once the minutes have been carefully checked, a draft copy is printed.  Give the draft copy to the Chairman for his approval.  He may or may not require you to make changes and/or corrections.  When these are done and approved, print the minutes.  This is regarded as the original version of the minutes.  Make a photocopy as per the distribution list, plus three to five extra copies.

The minutes are usually bound.  

· If they consist of only a few pages, they could be bound in a folder or simply stapled together.

· If they are bulky, they would be bound in book form, with a spiral or wire binder.

The original version of the minutes becomes the Minute Book copy.  At the next meeting, the Minute Book copy is placed before the Chairman.  Once the meeting has agreed that the minutes are a true and correct record, the Chairman is authorised to sign them.

Minute Book

The Minute Book is where the Minute Book copies are filed.  The Companies Act makes it a legal requirement to maintain a Minute Book.  Ensure that the Minute Book is always stored in a safe place, where the minutes cannot be tampered with.

Prepare for the meeting

Prior to the Meeting 

1. Book the venue for the meeting or check the booking if it is a fixed one.

2. Send out the notice convening the meeting together with the agenda and agenda papers if needed.

3. Organize refreshments, if required

4. Book car parking spaces if representatives from other organisations or guests are expected

5. Book and make arrangements for the setting up of any audiovisual aids which may be required

6. Carefully note any apologies for absence as they are received. 

7. Gather any necessary information and reports which may be required

8. Start work on the chairperson’s agenda in consultation with the chairperson

9. Prepare nameplates where it is a new committee or where a number of guests are expected and representatives may be unknown to others.

On the day of the meeting

1. Check the meeting room for heating, ventilation, lighting and seating.

2. Confirm the refreshments and ensure that they will be served at a convenient time.

3. Confirm the parking arrangements

4. Contact reception if guests are expected

5. Liaise with the switchboard to re-rout calls for the duration of the meeting, making arrangements for emergency calls to be routed to the meeting room should this be considered necessary.

6. Prepare the attendance register that all members will sign on arrival

7. Either arrange the nameplates around the table if the chairperson requests this, or have them ready for individual collection by members on arrival

8. Have available spare copies of the agenda and other relevant papers.

9. Place paper, pens and pencils on the table 

10. Arrange ashtrays (where smoking is permitted)

11. Have drinking water and glasses available

12. Finalize the chairperson’s agenda

13. Collect all necessary files and documents that may be called upon during the meeting 

14. Have the minute book ready for the chairperson’s signature

15. Place a ‘meeting in progress’ sign outside the room

During the meeting

The secretary’s primary role is to assist the chairperson, and will normally sit on the chairperson’s right. Very occasionally, where minutes have not been circulated prior to a meeting the secretary will be called upon to read them.  This is to ensure that the chairperson signs the previous minutes and initials any alterations.

Immediately after the meeting

1. Remove the notice of meeting

2. Notify the switchboard that the meeting has finished 

3. Notify catering staff that they may collect the refreshments trolley

4. Clear away any surplus papers and destroy

5. Escort guests off the premises, if required

6. Return minute book, all files and documents to the office for safekeeping until the next meeting

Flow chart depicting the secretary’s duties


Storing meeting documentation

The documentation pertaining to meetings are very important.  As soon as any document has been finalised, it should be filed in a safe place, as dictated by the standard operating procedures of the project or the organisation:

· A copy of the agenda as soon as it has been finalised

· The attendance registers

· The distribution lists

· The minutes of the meeting

· Any other documents that apply to the meeting

The standard operating procedures will determine whether you file all the documents of a meeting together, in date order, or whether you file all the agendas, attendance register, minutes, etc together.  

The documents can be filed in a filing cabinet in the office or in a safe, as dictated by policy.  It can also be that documents are filed on a computer and saved in the form of a stiffy or CD-ROM, depending on the procedures of your organisation.  The stiffies or CD-ROM’s should be filed in a safe, fire proof place such as a safe.

Confidentiality

Every organisation has policies regarding confidentiality that have to be adhered to.  Some meetings and the discussions that take place may be highly confidential.  You have to find out:

· What matters are to be treated as confidential.  This will usually be all matters relating to employees, processes specific to the company, such as how to prepare the products, information about clients, etc.  These matters must not be discussed with anyone.

· Where to file confidential information.  This will usually be in place where only authorised personnel have access to the documents.

Follow these procedures to protect confidential matters:

· Do not leave confidential documents lying around on your desk

· Do not leave confidential documents open on your computer when you leave the office

· Do not discuss confidential matters with people who are not entitled to the information

How To Chair A Meeting

A chairman is elected, usually at the AGM, to preside at meetings.  If the chairman is unable to attend a meeting, the vice-chairman will preside.  If neither the chairman not the vice-chairman is available, the meeting may elect a chairman for that meeting.  Sometimes the office of chairman rotates among the members of the meeting or committee.

The chairman has to ensure that meetings are conducted according to the constitutional and legal stipulations.

The chairman has to ensure that all business is conducted fairly and according to the rules.  He will have to decide whether 

· a speaker is out of order

· an item has been fairly introduced under the matters arising or general items on the agenda

At times the chairman will have to use his initiative to solve problems that are not covered by the written rules.  This is why many aspects of procedure in formal meetings exist to reinforce the authority of the chairman so that he can control the meeting.  An example is remarks that have to be addressed to the chairman and not other members of the committee or meeting.

To summarise what we have done so far, the documentation required before, during and after a meeting are: 

· Notice of meeting

· Agenda: must be circulated in time for members to add items to the agenda

· Minutes of previous meeting: must be circulated in time for members to read through them in order to prepare for the meeting

· Attendance register: must be prepared beforehand so that members who attend can sign

The chairman must ensure that the secretary has extra copies of the agenda and the minutes of the previous meeting at hand and also that the attendance register has been prepared.  The chairman must also ensure that the physical arrangements have been completed.  It is the secretary’s duty to make all the arrangements, but the chairman is ultimately responsible if everything is not arranged properly, so he must check up on the secretary to ensure that everything is in place.

Open The Meeting

The meeting starts once the chairman has declared it open.  The secretary will note the time the meeting was declared open.  The items on the agenda are then discussed in the order they appear,

Apologies 

The chairman announces apologies received from members who are unable to attend the meeting.

Minutes Of The Last Meeting:

The chairman will ask members if there are any corrections.  This is why the minutes of the previous meeting must be circulated to the members before the meeting.  After making corrections, if there are any, the minutes are signed as being a true record of events.

Matters Arising

Matters arising from the previous meeting are discussed.  There might have been developments, new information might have been gathered or members had to do something that relates to the previous meeting.

Correspondence

The chairman will inform the members If any correspondence was received since the last meeting.

New Business

These are the items that have to be discussed and decisions must be made on these items by the members attending the meeting.

General

This is an opportunity for members to raise additional matters for discussion.

Date Of The Next Meeting

The date and time and sometimes the place of the next meeting is announced by the chairman.

Adjournment

The meeting is declared closed or adjourned.

In a previous section we stated that there are five steps to effective meetings: 

· Planning:  what are the objectives of the meeting?

· Pre-notification: keep the other attendees informed by means of the paperwork

· Preparation: the physical arrangements and the paperwork, such as the agenda

· Processing:  structure the discussion of each item on the agenda.  Allocate time for the discussion of each item, so that you have a guideline about the length of time the meeting will take

· Putting it on record:  the decisions and action points should be summarised afterwards and this is done in the minutes.

The paperwork and physical requirements have been discussed at length, as was the processing of the meeting.

We will now focus on two aspects of meetings:  preparing for a meeting and general guidelines for conducting meetings.

Preparing For A Meeting

Before the meeting ask yourself these questions….

1. Is the meeting really necessary?

2. Yes / no?

3. What are the alternatives to a meeting?

4. How many of the meetings we have attended could have been replaced by a brief chat, a memo, a quick telephone call, a decision by the person in charge? Could the issues have added to the agenda of another meeting? Before arranging any meeting we should look at all the other alternatives.

5. What are the objectives of the meeting?

6. We should clearly define the meeting’s objectives, and communicate them to participants when arranging the meeting. This gives others the chance to prepare in advance and ensures that people do not have to sit through an irrelevant meeting because they thought it was going to be about something else. 

7. What will be the benefits from achieving the objectives?

8. Once we have set the objectives for the meeting, we need to ask what the benefit from achieving each objective will be. The benefits will enable us to prioritise the agenda and focus on the important items. 

Keep To The Time Allocated

During the meeting….

· Start on time and close the door. As latecomers arrive we should never interrupt the meeting to bring them up to date on what has been discussed.

· Try to identify hidden agendas by asking participants what they personally want to get out of the meeting and if there are any specific issues they want to discuss.

· Decide who will take the minutes and what the format will be. Does it need to be recorded (e.g. IR related meeting). Confirm details and deadlines for distribution with the minute taker.
· Interrupt rambling discussions or irrelevant contributions.  Assert yourself and get the group to focus on the agenda.  Briefly summarise the point being made, and move on. Ensure that all the items on the agenda are covered

· Encourage participation by reacting positively to contributions. There is no quicker way to silence a group than to be over critical. If someone with potentially useful contributions is silent be sensitive about asking directly in the meeting. Get participants to come to meetings with suggestions. They will only be able to do this if they have read the agenda and any supporting documentation. 

· Avoid external interruptions. During a meeting a US senator was having with the President the phone rang continuously and the President was getting involved in a protracted conversation each time he answered it.  Eventually, the senator left the room and called the oval office extension. He immediately got the President’s attention!

· Put your phone on voice mail!  ‘Do not disturb’ signs should also be used for office doors indicating the time that the meeting will be over. If someone does break through initial barriers, arrange a time when you can get back to them.

· Avoid unproductive arguments by asking people to continue their discussion after the meeting. If that is not possible or appropriate, acknowledge the differing points of view and ask participants to focus on a solution. It will all depend on the issue.

· Summarise decisions taken, follow-up action and deadlines after each item on the agenda has been discussed. 

· Finish the meeting on time

Here is a checklist that can help you to chair effective meetings:

	Objective
	Chief Danger to the effectiveness of the meeting
	Techniques to let the meeting flow
	Mark the techniques that need more attention

	Unite the group
	Aggression
	Let off the steam – calm down the members’ tempers
	

	
	
	Don’t take sides
	

	
	
	Bring in the other members of the meeting:  encourage or request their participation and views on the item under discussion
	

	Focus the group
	Getting off the point
	Stick to the facts:  when members get off the point, bring them back to the item under discussion
	

	
	
	Stay alert and stay in charge of the meeting, don’t let the discussions get out of hand
	

	
	
	Test comprehension: make sure that members understand what is being discussed and what they have to decide on
	

	
	
	If necessary, rephrase what a speaker has said and check to ensure you have the facts right
	

	Mobilise the group
	Squashing: when members want to suppress a motion
	Protect the weak members of the group from aggression and being steam-rolled into a decision
	

	
	
	Check round the group whether they are ready to make a decision
	

	
	
	Record suggestions
	

	
	
	Build up ideas
	


Attending Other People’s Meetings

Before the meeting ask yourself these questions….

· Do I really need to attend the meeting?

· Am I sure of the correct time/location of the meeting? Have I received the agenda and relevant documentation?

· Have I arranged my schedule so that I will get to the meeting on time?

· What do I want to contribute to the meeting?  Have I made notes about my contributions?

· What do I want to get out of the meeting?

· What background paperwork do I need to tackle?  Have I collected all the information I need to make effective contributions?

· What recommendations will I make and will these recommendations be objective?

During the meeting….

· Contribute constructively

· Do not interrupt other speakers, unless they are deviating from the points on the agenda.

· Restrict your own contributions to the items on the agenda

· Focus on the objectives of the team and the purpose of the meeting or discussion

· Be clear about any follow-up steps to take

· Avoid private discussions 

· Make positive recommendations

Making Decisions During Meetings

Whatever the method of decision-making that your team adopts, all the members have to ensure that the process of decision-making is followed:

· Define the problem

· Examine the facts

· Select the optimum decision

· Formulate the decision

· Communicate the decision

· Evaluate outcome
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