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Notes Resource 4

Meetings

Issue

Keeping to the Agenda.
Background
All too often school meetings tend to be information giving with little time for meaningful discussion.

Solution

1. A weekly Staff Newsletter is prepared with all important administrative information for all staff. This Newsletter needs to available for casual teachers that work at the school or who are on job share and not at school on the day of meetings. The Newsletter can be sent out via an email stream.

2. Set deadline for agenda items.

3. For each meeting have a chairperson, time keeper and recorder. These roles ideally can change from one meeting to the next.

4. Allocate an amount of time per agenda item and print these times on the published agenda. The time can only be changed by consensus from the meeting. This one strategy is very effective in keeping meetings flowing.

5. Use the template Meeting Minutes.

6. Ideally have this template on a screen so that participants can see what is been recorded. This also assists with accuracy of recordings.

7. Keep recordings concise.

Notes
1. Minutes can be published on schools intranet or emailed to participants.

2. Useful format for Executive, Student Welfare, Learning Support Teams, Finance, Student Representative Council Meetings.

