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Aim:
To enable participants to develop an effective plan for running meetings and managing the recording of minutes and using formal meeting procedures.

Timing:
1 day workshop

9.00 – 4.00 

Topics:

Concept of group dynamics

Functions & roles within a meeting

Role of the agenda 

Order of business

Purpose of minutes

Minutes as a legal document

Role of the minute secretary

Motions, resolutions & objections

Practical applications - case study from the workplace

Resources:
Each participant will be supplied with a manual, and samples to assist in the development of the standard procedure.
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