CHAIRING EFFECTIVE MEETINGS
0945
Introductions and welcome

1000
Characteristics of effective meetings
· Reasons why meetings fail!

· The importance of the Chair

· Practical case studies

1030
Practical case studies

1115
Break

1130
Chairing a meeting
· Chairing online meetings

· Before the meeting

· Managing the meeting
· After the meeting

· Managing conflict during meetings
· Managing governance

· Managing relationships

· Tips for chairing meetings effectively

1230
Formal recording of meetings
· What makes a good minute?
1300
Course close
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