S3 ADMINISTRATION

Homework 14

MEETINGS
Meetings take place in all organisations to communicate information to others at the same time.
Answer the following questions in sentences.
1 Give an example of a meeting that might take place in the school.                         (1)

2	Meetings can be formal or informal. 
What is the difference between these two types of meetings?                            (2)
Formal meetings usually involve a number of documents being drawn up before, during or after a meeting. 
3	Match the following documents with the description of the document. Re-write correctly in your jotter.                                                                                       (4)
	Notice of Meeting
	Has an additional column to allow notes to be taken

	Agenda
	Is used to notify staff of date and time of meeting

	Minutes of Meeting
	Is a list of items to be discussed at the meeting

	Chairperson’s Agenda
	Is a record of what was discussed at the meeting



4	Preparation has to be made before, during and after meetings to ensure that they run smoothly. This requires certain people to perform certain duties. What role does each of the following have in respect of meetings?
a	The Chairperson                                                                                          (2)
b	The Secretary                                                                                             (2)
5	The following Agenda items are in the wrong order, re-write the numbered items in the correct order.                                                                                                (5)
		AGENDA
1 [bookmark: _GoBack]Minutes of previous meeting
2 Apologies for absence
3 Date of next meeting
4 Matters arising
5 Any other business							       (16)
