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Aim:
This half-day course is intended to provide a working knowledge of meeting protocol, terminology, the roles of meeting participants and how to take meaningful minutes of meetings.
 
Timing:
1/2 day workshop

9.00 – 12.30 

Objectives   Understand the roles of meeting participants
Understand formal meeting terminology

Know the mandatory components of formal minutes

Identify what needs to go in the minutes and what can be left out

To be able to write succinct and meaningful minutes

Understand record-keeping requirements for minutes.

Agenda:
Meeting structure and terminology

The meeting agenda

The principal roles of meeting participants

Presentation and layout of minutes

Format and legality of minutes


Writing meaningful minutes

What goes in and what stays out

Record-keeping of minutes 

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