Effective Meeting Skills — Minute Taking ®

At a glance...

Customised Provision

Duration Notes: 1 day

Recognised by: Lantra Awards

Introduction

This course gives you the confidence to record the notes suited to your style, and present them
with reference to constitutional guidelines in an accurate set of minutes.

Overview in brief

This Lantra-accredited Customised Award is exclusively developed and delivered by a
Lantra-approved Training Provider, who meets our quality standards. The course is
specifically tailored to meet learners’ needs. For further details about the course content
and delivery locations, please contact the Training Provider using the details provided
below.

The minimum age to undertake this course is 16.

Meetings in the workplace are often a poor
use of time. When minute taking is assigned
to more “junior” individuals they are also often
poorly recorded, so decision making and
actions are compromised. Often, the last
(poor) set of minutes are used as a guide, so
bad habits and poor minute taking skills are
perpetuated.

This course will give you the confidence to
know what to record and how to record it.

When people have a good understanding of
the impact of an action focused agenda,

f Facebook.com/LantraUK T 02476 696 996 Lantra, Lantra House, Stoneleigh Park,

3 @LantraUK E awards@lantra.co.uk Coventry, Warwickshire, CV8 2LG



https://www.facebook.com/LantraUK/
http://www.twitter.com/lantrauk

coupled with action focused minutes, meetings become much .
more effective. Minutes need to be fit for purpose, and you will
develop an assertive style that will be valued by participants at
the meeting.

The finer details

Many of the organisations listed have protocols and proceedings dictated by constitution and
rules of governance, which is very different to workplace meetings which have in house
protocols.

All of these organisations have sub committees and area and regional committees that cascade
information down and up, so the consistency of meeting and minute structure is important.

It is these specifics that make this training on meetings relevant and customised to need.
Various constitutions will be referred to in the training.

Who should attend?

In the rural communities, meetings are held in many other contexts other than in the workplace,
so this course is aimed at and will be matched to:

e National Federation of Young Farmers clubs NFYFC & Regions
¢ National Farmers Union NFU

e Farmers Union of Wales FUW

e Breed Societies

e Show Societies

e Discussions Groups

e Farmers Clubs

e Equestrian groups

e Village or Community groups

e Members of voluntary groups or charities.

What will be covered?
By the end of the course you will be able to:

¢ Identify the objectives of Minute Taking within protocols

e List what is included in minutes and what is not

e Describe the structure of minutes and the ratification process

e Create a template for recording information at meetings

e Be able to deal with procedure issues

e Transcribe template into style of minutes required by organisation
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e Create and use an action focused agenda.

The course is divided into several sessions with workshop
activities including role play.

The course finishes in critiquing a set of manufactured minutes where poor practice and
inaccuracy are identified.

Other areas of interest

The Rural Manager - Communications

Woodland Management For Conservation

Felling Utility Poles

Control of Invasive Species

Risk Assessment

Managing and Developing Interpersonal Skills and Customer Service Focus Within the Work
Environment

The Rural Manager's Whistle Stop Tour of Management Practices

Leading Guided Walks/Involving the Community in the Environment

The Rural Manager - Time Management

The Rural Manager - Motivation and Team Work

Social Media for Marketing and Communications

Introduction to Agricultural Based Business Planning

Developing Management Skills That Drive Teams Forward

Hand Held and Back Pack Blowers (to Include Vacuum Blowers)

Instructional Techniques for Practical Skills Trainers

Drystone Walls

Electric Chainsaw Use and Maintenance in a Manufacturing Environment

Planning a Diversification or New Enterprise on the Farm
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Land Law for Landowners

An Introduction to Worm Control and Faecal Eqg Counting for
Sheep Producers

A Farmer's Guide to Compiling Business Plans

Effective Meeting Skills — Minute Taking

Effective Meeting Skills — Participating and Chairing

Instructional Techniques for the Practical Skills Trainer - Assessed

Business Planning and Development - Know How To Form Your Own Written Plan

Marketing Your Business - Create an Action Plan Offline & Online

Stress Management

Embracing Change

Conservation Grazing

Understand and Use Making Tax Digital (MTD) Software
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