	

Term: I
Session 2023– 2024
	[image: ]
	
Name: _______________

Date: _______________




STARTER ACTIVITY :
[image: ]Do you think time management is important in a meeting ? State two reasons .                                                 [2]
What are the challenges that occur during holding a meeting apart from time management . 
[image: ]State as may challenges you can think of.                                                                                                                  [2]

                                                                                   














DEVELOPMENT ACTIVITY : ( 20 minutes)
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INDEPENDENT PRACTICE :
[image: ][image: ]Q1. Explain why it is important that a meeting is well planned .                                                            [6]













[image: ][image: ]Q2. Discuss the importance of keeping to time in meetings.                                                                  [6]

       







               





MATCH THE FOLLOWING :

A                                                                                                                                                             B 
What is the importance of holding a meeting ?                              He records a summary of the   
                                                                                                    discussion that takes place 
                                                                                                   during the meeting , especially the          
                                                                                                    decisions that are taken during 
                                                                                                    the meeting.


What all are the important points in the                                        He makes sure the meeting stays 
Notice of a meeting ?                                                                    on track and achieves the  
                                                                                                    desired outcomes.


What is the information that an agenda includes ?                       the purpose of the meeting and its 
                                                                                                   expected outcome.



What are the duties of a chairperson ?                                        Training people


What are the duties of a minute taker ?                                     Date , time , venue and duration of 
                                                                                                  the meeting.
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The planning of meetings

‘The need for careful preparation before, during and after meetings needs to be
stressed.

Planning a meeting

A meeting, if it is to be effective, needs to be well planned. For cxample, all
atiendees need to know:

® where to arrive
® when to arrive
® what to bring,

The objective of a meeting

A meeting will be considered effective if it serves a useful purposc and
achieves a desired outcome. However, if a mecting is to achicve this, it must
be clear what the purpose or objective of a mecting actually is. A meeting,
therefore, needs to have a clear focus.

A meciing is sometimes called without adequate consideration being given to
‘what i the objective or purpose of the meeting, For example, a meeting may
have different possible objectives, including the following:

® taking a decision

solving a problem

discussing an ongoing project
generating different ideas

receiving reports or summaries of action

communicating a new strategy

s e e e e e

setting out a plan.
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These are all examples of different possible objectives of a meeting. 1f a
meeting i to be effective, it s imporiant to clearly establish what its objective
should be, as different objectives may contlict with each other. Once the
objective of a meeting has been decided, it becomes possible 1o sharply focus
on this purpose. This will influence the planning of the meeting and decisions
about which people will be required to attend the meeting.
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The use of time

‘Time is an important resource and 5o keeping to time is very important so
that time is not wasted. A meeting needs o be planned so that it is possible to
achieve the objective in the minimum of time.

An agenda will need to be drawn up and if a meeting is to be effective, the
‘agenda will need to be written in such a way that the participants remain
focused on what the meeting is aiming to achieve. In the preparation of the
agenda, a number of questions need 10 be asked:

Priorities: what must be covered in the meeting?

Objective: what is the fundamental aim or purpose of the meeting?
Participants: who really needs 10 attend the meeting?

Sequence: in what order are the topics and issues to be covered?
Timing: how much time needs to be spent on each topic or issue?
Date and time: how much notice should be given of the meeting?

Place: where will be the best place to hold the meeting?

Once all of these questions have been answered, an agenda can be produced.,
This should make it clear to the participants why the meeting is taking place,
‘what they need to do before the meeting in order to effectively prepare for it
and ywhat they are expected to do at the mecting,

Many people describe a meeting as ineffective because they do not believe that
the available time has been used wisely. A well thought out agenda should
help to keep a meeting focused on its objective 50 that time is not wasted.

An agenda can operate as a guide o the effective use of time. For example,

i an agenda clearly shows how much time will be allocated to the discussion
of a particular topic, and the allocated time is coming to an end, alernative
strategies can be suggested instead of prolonging the length of the mecting.
These could include the following:

® hurry the discussion so that a decision has to be reached within, say, the
next five minutes

® defer the taking of a decision until another time.
® delegate the taking of a decision 10 a separate sub-committce.
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The use of an appropriate process at a meeting

Bifective meetings need structure and order. There needs 1o be a clear agenda
and a commitment to involving all of the participants as fully as possible in the
meeting so that everyone has an opportunity to speak.

Itis important, if a meeting is to be evaluated s effective, that the process of
the mecting is seen as satisfactory and appropriate to the participants in terms
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of what the meeting is aiming to achieve. This can be seen in a variety of
ways, indluding the following;

® if some of the participants are dominating the discussion, make sure that
other participants are invited to give their views and opinions, so that
everybody is encouraged to contribute to the discussions

® at the end of each item on the agenda, quickly summarise what had been
said and what had been agreed and ask the participants to confirm that
they agree with the summary

® abserve body language and consider what this may say about how the
‘meeting is proceeding; for example, it may be clear that the level of
concentration of some of the participants is decreasing and so it might be
an appropriate time for a break

© ensure that the meeting stays on target in terms of going through the items
on the agenda; irrelevance or digression needs 10 be avoided if time is to be
used effectively

® atthe end of the meeting, quickly summarise what has been achieved and
‘what action points have been agreed.
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