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Autumn/Winter Seminars 2007/08
SKILLS FOR REGENERATION AND SUSTAINABLE COMMUNITIES

Making the most of meetings
Introduction

We all spend time in meetings and therefore it needs to be time well spent.  For meetings to be successful we need to understand how to organise, run and meet the objectives in a realistic time frame.

Intended for


Managers and other officers who wish to plan and conduct high quality meetings within sustainable community working.

Aims

The workshop will develop the skills necessary to help you improve the quality of meetings you conduct.  Participants will be given advice on planning and conducting effective meetings and improving existing meetings.  The objective is that you should be able to apply the skills learnt and thereby improve working practice and the quality of your work.

Delivery

The aim is to provide a practical valuable workshop in which you will gain skills that you will be able to apply very quickly to your work situation.  The session relies on active participation and an opportunity to share best practice.  It is also our intention that the session shall be fun.

The tutors bring a wealth of experience of working within sustainable communities and will be very keen to share their experiences.

Content

· Setting the Scene

· What makes meetings effective?  Why do we need them?  What can go wrong – the problems with meetings and how they can be avoided.

· Planning for an Effective Meeting

· Establishing your terms of reference.  What level of formality would be appropriate?  The importance of the agenda in structuring and guiding the meeting.  Getting the right people to attend?  Where and when to hold the meeting.

· Chairing the Meeting 

· The role of the Chair.  Setting ground rules.  Generating ideas and making decisions.  Stimulating discussions.  Dealing with conflict, confrontations and ‘difficult’ participants.  Understanding group dynamics.

· Note taking and Minute Writing

· Note taking techniques.  Some hints on writing the minutes.

· Improving Meetings

· The search for excellence.  Using feedback and evaluation techniques to improve future meetings.
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  Sorry – we cannot accept bookings by telephone.
To book your place at one or several of these events please complete this form and send it to us by:

e-mail to events2007@creatingexcellence.org.uk  or fax to 01823 330840
or post to Creating Excellence, Ground Floor, East Reach House, East Reach, Taunton TA1 3EN
A single day seminar costs £75 and the two day seminars cost £150.

There are 40 bursaries available to the value of £25 and you are encouraged to apply early.  For further information and to apply please complete the form at www.creatingexcellence.org.uk/ceimages/participation%20fund.pdf.  Please mark your form ‘seminar series’.
Please indicate which seminar(s) you would like to attend:
	Seminar Series
	Taunton
	Bristol
	Plymouth
	Blandford

	Partnership and team working (2 day course)
	26th Feb &

4th Mar
	 FORMCHECKBOX 

	6th Mar &

12th Mar
	 FORMCHECKBOX 

	7th Feb &

12th Feb
	 FORMCHECKBOX 

	Mar (tbc)
	 FORMCHECKBOX 


	Making the most of meetings
	17th Oct
	 FORMCHECKBOX 

	29th Jan
	 FORMCHECKBOX 

	5th Nov
	 FORMCHECKBOX 

	Jan (tbc)
	 FORMCHECKBOX 


	Conflict resolution
	21st Nov
	 FORMCHECKBOX 

	7th Feb
	 FORMCHECKBOX 

	22nd Nov
	 FORMCHECKBOX 

	Feb (tbc)
	 FORMCHECKBOX 


	Successful presentations
	7th Feb
	 FORMCHECKBOX 

	6th Nov
	 FORMCHECKBOX 

	6th Feb
	 FORMCHECKBOX 

	7th Nov
	 FORMCHECKBOX 


	Project management (2 day course)
	May (tbc)
	 FORMCHECKBOX 

	May (tbc)
	 FORMCHECKBOX 

	6th -7th May
	 FORMCHECKBOX 

	13th -14th May
	 FORMCHECKBOX 


	Effective communications
	30th Jan
	 FORMCHECKBOX 

	29th Nov
	 FORMCHECKBOX 

	31st Jan
	 FORMCHECKBOX 

	28th Nov
	 FORMCHECKBOX 


	Breakthrough thinking
	6th Mar
	 FORMCHECKBOX 

	8th Apr
	 FORMCHECKBOX 

	4th Mar
	 FORMCHECKBOX 

	10th Apr
	 FORMCHECKBOX 



Please complete the details below.  Timings: 9.30am – 4.30pm (coffee from 9.30am, lunch at 1pm) precise details confirmed after booking.

	 Name:      
	 Organisation:     

	 Address:      

	 E-mail:      






	 Tel:      


There will be vegetarian food available.  Do you have any other dietary or access needs?       
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