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Course Outline

Meetings are an important responsibility for directors. The process by which directors take decisions
can be subject to legal action. Courts of law will not dispute a decision, as that is the responsibility of
the directors, but it can dispute the process by which the decision was made.

Meetings are held by organisations for a variety of reasons:
o to seek approval for action

o toreport on progress

» to inform stakeholders

» to fulfil statutory obligations.

There is a body of statute and common law that regulates the calling, conduct and recording of
various types of meetings.

All of these meetings need to be recorded in a permanent, official manner. This is the purpose of
minutes. Keeping good minutes is an art rather than a science — however this course offers some
guidance on effective minute-taking.

The aim of this course is to provide an overview of how meetings can be conducted to be an effective
use of time and derive outcomes which are in the best interests of the organisation as a whole.

The key objectives are to:

« identify the statutory requirements of meetings

« explore best practice in the conduct of meetings

» examine potential solutions for difficult situations in meetings

» highlight best practice for minutes and resolutions.
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Course content

1 What is the background to this course?
11 What is the aim of this course?
2 General meeting practices
2.1 Effective meetings

2.2 Role of the chair

2.3 Role of the company secretary
2.4 Quorum

25 Use of Technology

3 Directors’ meetings

3.1 Calling directors’ meetings

3.2 Pre-meeting preparation

3.3 Conducting the meeting

3.4 Recording the meeting

35 Other issues arising

3.6 Post-meeting actions

3.7 Case updates

4 Members’ meetings

4.1 What is a members’ meeting?
4.2 Calling a members’ meeting
4.3 Pre-meeting preparation

4.4 Conducting members’ meetings
4.5 Recording members’ meetings
4.6 Other issues arising

4.7 Post-meeting actions

4.8 Tips for conducting an AGM

5 Conclusion

6 Resources

6.1 Legislation and regulators

6.2 Standards and guidelines

6.3 Governance Institute resources
6.4 Reference books

6.5 Reports and journal articles
6.6 Other resources
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Appendices

Readings
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