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	Course Title

	Running Effective Meetings

	Category
	Sub-category

	Committee Skills
	Meetings

	Course Description

	A half day course looking at practical ways, components and skills required in ensuring 

	team, committee and other types of meetings are effective, efficient and productive.

	Topics include: agenda planning and setting, creating the right environment, principles

	of good behaviour, chairing and participating skills.

	This course can also be designed for trustee boards and can be delivered in-house for 

	a particular organisation.

	Objectives / Outcomes

	By the end of the course participants will:

	* understand the importance of making an annual or six monthly agenda plan

	* practice setting an agenda that is logical, practical and designed to achieve decisions and actions

	* develop ground rules for good behaviour

	* understand the importance of creating the right environment – timing, venue etc 

	* learn good participation skills including methods of dealing with difficult people. 

	Target Audience
	Entry Requirements

	Anyone who has to chair or participate in meetings 
	None

	Enrolment Details
	Qualifications

	Contact SAVO to book a place.  Confirma-  tion details sent out two weeks in advance.
	Non-accredited

	Training Method
	Duration

	Face to face + handouts to take away 
	Half day

	Cost
	Provider (Complete a 'Learner Provider' form)

	On application
	SAVO

	Contact Name
	Telephone

	Sue Stephens
	01473 273273

	Email
	Website

	sue.stephens@savo.co.uk
	www.savo.co.uk
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