Facilitator - Meeting Roles


The Facilitator (Other names may include: Leader/Chairperson/CEO/Chief Pilot)
The Facilitator is responsible for:

	· Writing up and sending out the agenda.
	· Running the meeting.
	· Keeping team members on task.
	· Keeping the meeting to time.


	Date:
	

	Present:
	

	Apologies:
	

	Previous Business

	
	1.

	
	2.

	
	3.

	New Business

	Agenda Items:
	1. (Submitted by:______) Time allocation:



	
	2. (Submitted by:______) Time allocation:



	
	3. (Submitted by:______) Time allocation:



	
	4. (Submitted by:______) Time allocation:




	New Business

	Agenda Items:
	5. (Submitted by:______) Time allocation:



	
	6. (Submitted by:______) Time allocation:



	Next Meeting

	Research:
	1. (To be conducted by:______) Topic:



	
	2. (To be conducted by:______) Topic:



	
	3. (To be conducted by:______) Topic:



	
	4. (To be conducted by:______) Topic:



	
	5. (To be conducted by:______) Topic:



	
	6. (To be conducted by:______) Topic:



	Date/Time for next Meeting:


The Scribe (Other names may include: Note Taker/Recorder/Minute Taker/Information Assistant Pilot)
The Scribe is responsible for:

· Collecting information submitted to the meeting by other members.

· Taking additional notes during the meeting.

· Completing a set of minutes for each meeting and writing a summary of the discussion for each meeting.

· Emailing this to each team member.

· Reading out the minutes and summary at the beginning of the next meeting, so members can review previous discussions.

	Meeting: ______

Date: __________ 

Present:

	Major Discussion Points/Conclusions

	· 


	Summary Paragraph

	


	Bibliographic details of resources used

	Author:


Title:


©:


Publisher:


	Author:


Website Title:


©:


URL:


	Author:


Title:


©:


Publisher:


	Author:


Website Title:


©:


URL:
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