Broadmoor Hospital Authority & “A.R.W.”

Organisational Skills               

Friday 1st December, 2000

PROGRAMME

09:00 to 09:10:
Welcome & Introductions

09:10 to 09:30:
Ground Rules & A Look At The Programme

09:30 to 09:45:
Setting Agendas    

09:45 to 10:15:
Chairing Meetings

10:15 to 10:45: 
BREAK

10:45 to 11:15:
Group Facilitation                 

11:15 to 11:45:
Taking Minutes               

11:45 to 12:00:
Making A “Key Points” List      

12:00 to 13:00:
LUNCH

13:00 to 13:20:
Keeping A Diary & “Outstanding Points” List

13:20 to 13:40:
Efficient Record-Keeping

13:40 to 14:00:
Newsletters                     

14:00 to 14:30:
BREAK

14:30 to 14:45:
General Publicity & Image

14:45 to 15:00:
Recruitment

15:00 to 15:15:
Induction Of New Members & Sustainability

15:15 to 15:30:
Recap, Final Questions & Evaluation Of The Day

(REF: Andrew235) 

