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PROFICIENCY LEVEL FOUR
PO: CITIZENSHIP

PO/EO:
404.02b
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

TEACHING POINT(S):
A. 
Duties of a Chairperson

METHOD OF INSTRUCTION:
Lecture and performance

TIME:

1 x 35-minutes
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PROFICIENCY LEVEL FOUR
PO: CITIZENSHIP

PO/EO:
404.02b

ENABLING OBJECTIVE:
Identify the duties of a chairperson.

REVIEW

PO/EO:
404.02a
ENABLING OBJECTIVE:

Identify the duties of a chairperson.

1.
Review weak points of the previous EOs performance check; and/or

2.
Answer the following review questions:


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



Answer:
To prepare an agenda and notify the members.



b.
What are the minutes of a meeting?


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


c.
What are the 3 types of voting?


Answer:
Standing, recorded and secret ballot.


d.
How many people make up a quorum?



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

INTRODUCTION

WHAT:
In this lesson you will learn how to conduct a meeting while performing the duties of a chairperson

WHY:
Communication is required in 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 required to chair a meeting.

TIME
BODY
NOTES

STAGE 1
MEETINGS

1.
Conducting a Meeting:
a.
Call the Meeting to Order on Time: 
 
Do not wait for everyone to arrive or stop talking to officially open 

 
the meeting.


(i)
Get everyone’s attention and announce the opening of the 



meeting.

b.
Announce the Order of Business as Detailed in the Agenda: 
 
It may be a good idea to go through the agenda with the members. 

 
If anyone wants to add a new item to the agenda, you may do so 


granted the group agrees. This is not required at military meetings.


It is the chairperson’s decision.

c.
Direct the Business and Conduct the Meeting: 
 
Your duty is to ensure that the agenda is being respected. Be 

 
careful not to let any outside element disrupt the good conduct of 

 
the meeting. 

(i)
You must encourage discussion between members and 



listen to the suggestions or opinions of each member.






(ii)
Ensure that all members understand the topic being 




discussed and the consequences of possible decisions.


(iii)
Attempt to analyze the point until a majority agrees; a 




consensus among the members often means that resulting 



decisions will be acted upon more promptly and accurately 



and has a better effect on morale and team spirit.


(iv)
If a consensus is impossible, the chairperson may make a 



decision once the suggestions and opinions of the members 



have been heard and considered.


(v)
Ensure that only one person speaks at a time


(vi)
Each member must wait for the speaker to finish before 



replying or answering a question.


(vii)
You must determine the order in which those asking to 



address the group will do so. 

d.
Introduce the Speakers: 
 
If the members of the group are not too familiar with one another, 

 
you must introduce them. 


(i)
Introduce them when the meeting starts or as each speaker 



addressees the group.


(ii)
Ensure that you know the participants’ names, ranks and 



functions before the meeting starts.


(ii)
 If spectators from outside the group wish to speak they must



 receive the permission of the chairperson to do so.

e.
Limit the Time Allotted to Speakers: 
 
Time in an important factor in a meeting.


(i)
You must encourage speakers to be clear and concise.


(ii)
Determine, from the start, a time limit for each intervention.


(iii)
By asking everyone to limit their speeches to a pre-




determined time they will be more inclined to stick to the 



essentials.


(iv)
If a speaker does speak beyond a reasonable length of time



you must stop them.

f.
Limit Debate to the Question Under Discussion: 
 
You are responsible for having the group stick to the topic of 

 
discussion.

 CONFIRMATION STAGE 1
1.
What should you do when you announce the order of business?


Answer:
You should go through the agenda with the members.

2.
On what circumstance should you introduce the speakers?


Answer:
If members of the group are not very familiar with one 




another.


STAGE 2
MEETINGS

1.
Conducting a Meeting: (continued)
g.
Maintain Order: 
 
No improper behavior or vulgarity should be tolerated during a 

 
meeting.


(i)
The chairperson has the authority to ask a person who 



behaves in such a manner to leave the room.


(ii)
Ask to meet with the person after the meeting and refer the 



case to your superior.

h.
Recognize and Secure a Hearing for Those Entitled to Speak: 

 
The chairperson must decide if the people attending as spectators 


or observers have the right to speak.


(i)
 Ensure that all members are given a fair chance to speak 



 out.


(ii)
Do not let them use all the time. Have them share it with 



members who may not speak as often or be inclined to do 



so.

j.
Be Fair, Just and Impartial: 
 
As chairperson, you must remain neutral and impartial when the 

 
time comes to make a decision.


(i)
The chairperson should not keep those people with
 



whom he/she does not share an opinion from speaking, or 

 

cut short what they have to say for that reason.


(ii)
If a person does do something that you deem unacceptable 



you may limit their participation in the discussion.

k.
Refrain from Lecturing, being Domineering and Offering Personal 
 
Opinions: 
 
Being a chairperson does not give you the right to abuse the power 

 
of that position.

m.
Appoint Committees: 
 
If the goal of the meeting is to co-ordinate an activity and you 

 
happen to be the co-ordinator, you should delegate the component 

 
tasks to appropriate persons or committees.

n.
Close the Meeting on Time: 

Keep an eye on the clock.


(i)
Spread the workload so the meeting can finish on time as it 



was planned.


(ii)
If you need more time, ask the group first.

CONFIRMATION STAGE 2

1.
In maintaining order, what rights do you have as a chairperson to


discipline someone who uses improper behavior?


Answer: 
If you deem it necessary, they can be asked to leave the 



meeting. The incident can then be referred to your superior.

2.
As a chairperson do you have the right to guide the discussion according 
to your own opinions?


Answer:
No, you must be fair and impartial.

28 MINs
PERFORMANCE CHECK

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



subject matter.

1.
Have the cadets list the components of a meeting. 

33 MINs
CONCLUSION

SUMMARY:   
A.
Communication is required in all organizations to improve co-operation. 




Meetings help to improve communication and they provide the opportunity 



to freely exchange ideas.





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

 


require improvement)


B.
You will apply this knowledge any time you have to communicate with other members of a squadron.

C.
This is the last class of PO 404.
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