1
2

	
	 CED2279

	[image: image1.jpg]L!/‘:J

SAULT
COLLEGE




	

	INSTRUCTIONAL HOURS: 8 hours
	

	RECOMMENDED PRE-REQUISITE(S): N/A
	

	CO-REQUISITES: N/A
	

	APPROVED FOR USE IN ACADEMIC SEMESTERS: 2012-2013
	


COURSE DESCRIPTION:

Minutes are vital to the success of meetings and the minute-taker is one of the most important and needed resources in a meeting. Meeting minutes become the legal documents of the corporation. They are referenced often by auditors and those requiring confirmation of motions passed at the meeting. In addition, the action points highlighted in minutes act as a timely reminder for the whole organization. Minutes keep your board members on track and accountable - they are not just a record of what has been discussed. Learn what is important to write, what not to write and how to summarize. As well, learn how to improve your listening skills and ability to absorb information.
RATIONALE:

To allow for: 1) Pre-meeting stress reduction. 2)  Efficiency during the meeting. 
3) Effective post-meeting process.
COURSE DELIVERY:

The course content will be presented through a blend of instructional methods which may include lecture, discussion, Internet, independent study, videos and hands-on activities.

LEARNING OBJECTIVES/OUTCOMES:

Upon successful completion of this course, the student will be able to:  a) Arrange a Meeting (create a workplan, agenda, business arising plan, etc); b) Learn the Importance of Communication (with meeting chair, guests, attendees, during the meeting, etc.); c) Skills for Effective Minute Taking (styles of minutes, common questions, useful words for minutes, do’s and don’ts); d) Follow-Up (with chair, surveys, etc.)
TOPICS 

a) Arranging a Meeting
b) Effective Communication

c) Personal Preparation

d) Taking the Notes, Structuring the Notes and The Final Minutes
e) Recording Decisions and Actions

f) Follow-up
REQUIRED COURSE MATERIAL: (to be purchased by the learner)

Not Applicable. 
STUDENT EVALUATION

Students will:

At the end of the semester, the student will receive a final report noting his/her progress in relation to the learning outcomes.  The student’s progress will be recorded using the following grades.

S - Satisfactory achievement in field /clinical placement or non-graded subject area.

U - Unsatisfactory achievement in field/clinical placement or non-graded subject area

Certificate:

Students who have successfully completed CED receive a college certificate for Effective Minutes for the Executive Assistant.
	Teaching Contact
	Rose Gioia

	
	

	Academic Manager Signature
	“Laurie Poirier”


	NOTICE TO ALL STUDENTS:
	We urge you to retain this course outline for future reference. There is a charge for additional copies.



