CLERKS CONFERENCE 2022

EFFECTIVE CLERKING

WHAT MAKES A SUCCESSFUL MEETING

1. EARLY PREPARATION

2. CONSULT ON DRAFT AGENDA

3. HAVE NAMES, ADDRESSES AND CONTACT DETAILS FOR ALL GOVERNORS

4. SEND AGENDA TO ALL GOVERNORS AT LEAST SEVEN DAYS BEFORE A MEETING

5. ASK HEAD TO PRODUCE REPORT AND ENSURE THIS IS SENT TO ALL GOVERNORS

6. ENSURE MINUTES OF COMMITTEE MEETINGS ARE SENT TO ALL GOVERNORS

7. ENSURE THAT MATTERS ARISING FROM PREVIOUS MEETINGS ARE PICKED UP

8. ARRIVE AT MEETING VENUE IN GOOD TIME AND SPEAK TO CHAIR AND HEAD

9. SIT NEXT TO CHAIR AND HEAD TO AID COMMUNICATION DURING MEETING

10. TAKE GOOD CLEAR NOTES AT THE MEETING

11. NOTE WHAT ACTION IS TO BE TAKEN AND BY WHOM

12. WRITE MINUTES AS SOON AS POSSIBLE

