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1. Define the term meeting.

A meeting is a forum for communicating with or among people.
2. List three (3) characteristics of a meeting.

· Structured – there is an agenda listing the specific topics to be discussed​
· Designed to achieve stated outcomes or objectives​
· Planned with those who are expected to attend via a notice of meeting. 

3. State three (3) reasons why meetings are important.

· Formalise the decision-making processes in a business or organisation​
· Bring individuals together to 'have their say' about issues​
· Foster a spirit of co-operation and teamwork in an organisation

4. The by-laws or rules of the association states that ‘ten persons are required to form a quorum”. If six persons are present what action should be taken?

The quorum is not present so the meeting must be postponed.

5. What is the meaning of the following terms:

· Verbatim - The use of the exact words as a direct quotation from a source​​
· Ad hoc - A meeting is ad hoc when it is convened suddenly for one specific purpose.​
· Ratify - To approve or express consent at a meeting​​
· Quorum  - The minimum number of people required to attend a meeting.​​

6. Paul said that he is attending the meeting as an ‘ex officio’ member. What does this mean?

A person who is not a member of the committee that is meeting but is invited to attend the meeting to make a special contribution​

7. At the meeting an equal number of members voted ‘for’ and ‘against’ the motion to change working hours.  What action must be taken by the chair to arrive at a decision?

The chairman can utilize his casting vote to break the tie.



8. State one circumstance in which a company may need to convene an emergency meeting?

A type of action meeting that occurs when some type of emergency has occurred and immediate action must be taken. E.g. fire, earthquake, accident in the workplace

9. What are the key differences between a Departmental Meeting, Annual General Meeting and a Formal meeting?

	Formal Meeting ​
	A formal meeting is a pre-planned event with specific topics for discussion along with objectives to be achieved.​

	General and Departmental Staff Meeting ​
	These are meetings that may involve the members of a department within an organisation.​

	Annual General Meeting (AGM)​
	Annual General Meetings are held once a year.​





10. Name two types of meetings conducted at school other than general staff meetings.

· Parent/Teachers Meeting
· Committee Meeting
· Form Class Meeting
· [bookmark: _GoBack]Sports Club Meeting
