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PROFICIENCY LEVEL FOUR
PO: CITIZENSHIP

PO/EO:
404.02a
ENABLING OBJECTIVE:
Identify the duties of a chairperson.

REFERENCE(S):
A.
A-CR-CCP-269/PH-001 Level Four Course Training Plan;





Chapter 4, Pages 28-30

B.
A-CR-CCP-269/PT-001 Level Four Handbook;


Chapter 3, Section 2, Articles 4-11, Pages 1-5

SUPPLEMENTARY REF(S):
N/A

TRAINING AID(S):

A.
OHP

B.
OHP slides

LEARNING AID(S):

A.
A-CR-CCP-269/PT-001 Level Four Handbook





B.
Handout #1 – A Sample Agenda
TEACHING POINT(S):
A. 
Notice of a meeting





B.
Agenda





C.
Quorum





D.
Minutes

METHOD OF INSTRUCTION:
Lecture and performance

TIME:

1 x 35-minutes
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PROFICIENCY LEVEL FOUR
PO: CITIZENSHIP

PO/EO:
404.02a
ENABLING OBJECTIVE:
Identify the duties of a chairperson.

REVIEW

PO/EO:
N/A

ENABLING OBJECTIVE:

N/A

INTRODUCTION

WHAT:
In this lesson you will learn how to provide notice of a meeting, the agenda of a meeting, taking minutes and what a quorum is.

WHY:
Communication is required all organizations to improve co-operation. Meetings help to improve communication and they provide the opportunity to freely exchange ideas.

WHERE:
You will apply this knowledge any time that you are asked or have to chair a meeting.

TIME
BODY
NOTES

STAGE 1
MEETINGS

1.
Preparation:
a.
It is just as important for a chairperson to prepare carefully for a 


meeting as it is for an instructor to prepare a lesson plan and visual


aids. If you are asked to chair a meeting you will have to do a few 


things to prepare.

b.
Prepare the Agenda: 
 
It is your duty to establish the agenda and to decide precisely what 

 
subjects will be discussed. 


















 
(i)
By doing so, you improve your chances of keeping good 



control over the discussions. 


















(ii)
It is possible to modify the agenda prior to the meeting as 



long as all the members are advised.


c.
Notify the Members 

 

As soon as your agenda has been written, you must inform the 

 

members that a meeting will be held, stating the location, the day 

 

and the time. 




















 

(i)
You must also include the draft agenda. This way you 



ensure that everyone has some time in advance to think 



about the items open for discussion, thereby preventing 



time-consuming explanations.


















(ii)
Use a memorandum to notify the members, and add the 



agenda as an annex.

 CONFIRMATION STAGE 1
1.
What are two things you are responsible for as chairperson in preparation 
of a meeting?


Answer:
a.
To prepare an agenda; and 

b.
Notify the members.








STAGE 2
PARTS OF A MEETING

1.
Items in a Meeting:
a.
Quorum: 
 
In the conduct of meetings, a quorum is the minimum number of 

 
members that must be assembled for the transaction of business. 














(i)
The number is usually set out in the by-laws of the 




organization. 




















(ii)
If not so defined, however, a quorum is always the majority 



of the members present. 



















(iii)
The purpose of a quorum is to prevent minority groups from 



dominating the proceedings.


(iv)
When a quorum is not present, the chairperson may either 



adjourn the meeting forthwith, announcing a new time and 



place to reconvene, or may, with the consent of the 




members, proceed with business on the understanding that 



decisions reached will be subject to ratification at the next 



meeting.


(v)
A quorum is usually not a problem with air cadet meetings 



because attendance is often mandatory or, at least, strongly


recommended. 


(vi)
A practical way of ensuring a quorum is to ask the members 



to confirm their presence at the meeting at least 48 hours in 



advance. 


(vii).
Air cadets do not normally need a quorum to reach a 




decision, but it would be a good idea for you, the 




chairperson, to ensure that those absent with a good reason 



are made aware of any decisions taken during their 




absence.


b.
Minutes: 

The minutes of a meeting are a record of the topics discussed, 

 
actions taken and the decisions reached.


(i)
You do not have to provide accurate minutes for your 




meetings but you should distribute a list of important dates 



and decisions made.


(ii)
Use a memorandum for this and keep it on file.

c.
Reports: 
 
If the meeting is conducted to co-ordinate the efforts of cadets or 

 
committees, the person responsible for those committees will have 

 
to produce reports in which they give the status of their work. 














(i)
These reports do not have to be written. 

















(ii)
Ensure that the target dates set at the beginning of your 



project are respected.


d.
Voting: 
 
Most civilian organizations must ask their members to vote in order 

 
to make any kind of decision. 



















(i)
Voting is a democratic process used to ensure that 




everybody’s opinion has the same fair chance of being 



heard.


(ii)
The military with its chain of command and its system of 



delegation does not allow for many debates. A voting 




process is not normally used for military decision making.














(iii).
There are three types of vote:



(1).
Standing vote: consist of a show of hands for those 




for and for those against.



(2).
Recorded vote: your name is called and how you vote




is recorded.


(3).
Secret ballot: your vote is on a ballot and it is then 




collected and all ballots are counted.

CONFIRMATION STAGE 2

1.
What are the minutes of a meeting?


Answer:
They are the record of any decisions reached at the meeting.

2.
What are the 3 types of voting?


Answer:
Standing, recorded and secret ballot.

3.
How many people make up a quorum?


Answer: 
The minimum number is determined and set it the by-laws. 



 If not so defined it is usually the majority.
28 MINs
PERFORMANCE CHECK

Test Details –
Each cadet is checked independently and has to answer questions on the 



subject matter.

1.
Ask the cadets how many people are required for a quorum.

2.
Ask the cadets to name the three types of voting procedures and how they are conducted.
33 MINs
CONCLUSION

SUMMARY:   
A.
In this lesson you have learned how to give notice of a meeting and what 




an agenda, quorum and minutes are.




RE-MOTIVATION:
A.
Comment on student performance. (Identify strengths and points that

 


require improvement)


B.
Communication is required all organizations to improve co-operation. Meetings help to improve communication and they provide the opportunity to freely exchange ideas.

C.
Your next lesson is PO 404.02b, identify the duties of a chairperson.
ROYAL CANADIAN AIR CADETS
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