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	Learning Outcome
	Assessment Criteria
	Guidelines and range
The candidate provides evidence that they understand:

	1.Be able to prepare for meetings
	1.1 Explain the structure and purpose of different types of meetings in the business environment



	Meetings are held to address issues that affect the organisation and that cannot be easily handled by methods such as e-mail. Meetings are held so that different people with knowledge and experience of the issues are able to contribute. The structure of the meeting will identify who is involved and the roles they will take.  A meeting should  have a specific purpose  and will usually  involve one or more of the following:
· Informing
· Consulting
· Solving problems
· Making decisions
· Planning

A participant should be clear about their own role in contributing to the meeting and the nature of formal meeting roles such as the chairperson, and the secretary or minute taker.

 

	
	
	In this criterion the learner is required to explain the structure and specific purpose of at least two different meetings. 




	
	1.2 Explain the importance of having a meeting agenda which addresses objectives
	Meetings should have objective(s) that come from the general purpose of the meeting and give focus and direction. 
An agenda is an outline plan for the meeting which should be prepared, circulated to participants and followed, so that all relevant topics are covered in a logical way and to a set timescale. This should ensure the objective(s) are achieved.  Organisations often have a set format for their agendas.

	
	




	In this criterion the learner is required explain the importance of an agenda using an example to show roles, objective(s), topics to be covered, and time allocations.


	
















	1.3  Obtain current versions of documents required for a meeting
	Meetings require that records be kept to provide a factual, sometimes legal, record of what was said, what information was presented, decisions taken and follow up actions agreed. This is usually in the form of meeting minutes. There are different ways of recording this information depending on the nature and purpose of the meeting. Organisations often have their own format for these. Some records are formal and follow specific rules, others are less so. In some cases those attending the meeting will be give copies of the minutes of the previous meeting or briefing papers they are expected to read before attending a meeting, as well as a copy of the agenda.





	
	
	In this criterion the learner is required to obtain current versions of documents required for a meeting.






	
	1.4.Gather information from relevant people in preparation when preparing for meetings
	Meetings will only be effective if participants are clear about the purpose and objectives of the meetings they attend and the contribution they will be expected to make. In order to do this effectively they will normally gather information relating to the issues and then analyse that information so they can present it clearly and concisely.






	
	
	In this criterion the learner is required gather information required for a meeting they will attend and decide how best that information can be presented to satisfy the requirements of the agenda and to achieve the objective(s) of the meeting.

	
	1.5 Confirm the objectives to be achieved during the meeting
	As mentioned under previous criteria the objective(s) of the meeting must be specific and the role and responsibilities of the participants should be clear.






	
	
	In this criterion the learner is required to clarify their understanding of the objective(s) of the meeting they are to attend and their role within the meeting. The learner should be able to confirm this and to state this clearly. 


	2. Be able to participate in meetings

























	2.1 Present views and information, providing evidence to support the case
	Participants in a meeting are expected to present relevant views or information clearly and concisely using supporting documents and/or visual aids as appropriate.






	
	
	In this criterion the learner is required to provide evidence of how they have presented views and information at a meeting, including   information they have presented at the meeting to support their case.



	
	2.2 Represent the views of others when consulted












	It is likely that participants at  a meeting will be representing the views of others from their team,  department or organisation, and they should  check beforehand that the  information they present accurately represents those views

	
	
	In this criterion the learner is required to provide evidence that he or she has represented the views of others when consulted.


	
	2.3  Take others’ viewpoints into account in decision-making


	To participate effectively in a meeting the participant should be aware of any rules that apply and of positive and negative meeting behaviours.

· Negative behaviors include interrupting others, aggressive attitude, time wasting and disruptions such as mobile phones 
· Positive behaviours include being prepared, allowing other people to express their views, listening and responding concisely and clearly


Participants should also be aware that other people in the meeting may well have different ideas and points of view on agenda items and topics under discussion, and that all points of view need to be taken into account when reaching a decision.




	
	
	In this criterion the learner is required to provide evidence that they have taken account of other people’s viewpoints during a meeting.


	
	2.4 Identify issues that have / may have an impact on their area of responsibility
	During a meeting issues will arise that have an impact on the participant’s area of responsibility, or on the team, department or organisation the participant is representing. Use of positive meeting behaviours will ensure that the participant is aware of these issues when they arise and is ready to respond. 

	
	
	In this criterion the learner is required to provide evidence of identifying issues at the meeting that may / may have an impact on their area of responsibility or those they represent.

	
	2.5 Make constructive contributions in line with business objectives
	Positive meeting behaviour requires the participant to take an active involvement in the meeting when issues relating to their area of responsibility arise. This is done by asking questions and clarifying and constructively presenting their views and those of the people they represent.

	
	
	In this criterion the learner is required to provide evidence of the constructive contributions they have made to a meeting in line with business objectives. 

	
	2.6  Summarise  future actions and accountabilities
	At the end of the meeting future actions will normally have been agreed for which the participant or the person they represent will be accountable. The participant should be clear as to what these actions are and the timescales involved. Clarification should be sought before the end of the meeting if the participant is unclear. Notes should be taken as a record and for reference. 


	
	
	In this criterion the learner is required to provide a summary of future actions and accountabilities resulting from the meeting.

	3. Be able to carry out post-meeting activities
	3.1 Carry out agreed actions within the agreed timescale
	As follow up actions are normally required as the result of a meeting the participant needs to ensure that these are planned, implemented, and completed within the set time sales. 



	
	
	In this criterion the learner needs to provide evidence that actions resulting from a meeting have been planned and completed within the agreed timescales

	
	3.2 Identify areas for improvements by reflecting on personal contributions to meetings
	In order to improve their performance at business meetings participants should review their performance after the meeting to identify effectiveness of their contribution to the success of the meeting and how it could be improved. Feedback from other participants could be useful in doing this.
Those reflections should be structured around the criteria for good meetings:
· Clear understanding of purpose, objectives and own role 
· Pre-meeting preparation
· Quality of contributions made 
· Use of positive and constructive meeting behaviours
· Success of post-meeting activity


	
	
	In this criterion the learner should complete a reflective account of their personal contribution to a meeting(s).  Areas for improvement in future meetings should be identified from this reflective account.
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