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This unit aims to develop the knowledge and skills required to chair and lead meetings. Upon
completion of this unit, learners will be able to prepare to lead meetings, chair and lead meetings
and deal with post-meeting matters.

Learning Outcomes

Assessment Criteria

Additional Guidance

The Learner will:

1 Be able to prepare to lead
meetings

The Learner can:

1.1 Identify the type, purpose,
objectives, and
background to a meeting
Identify those individuals
expected, and those
required to attend a
meeting

Prepare for any formal
procedures that apply to a
meeting

Describe ways of
minimising likely problems
in a meeting

1.5 Take action to ensure that
meeting documentation is
prepared correctly and
distributed to the agreed
people within the agreed
timescale

1.2

1.3

14

Formal procedures may
include:

e  Setting the time, date
and place of meeting

e Sending out invites
e  Setting an agenda

2 Be able to chair and lead
meetings

2.1 Follow business
conventions in the

conduct of a meeting

Facilitate meetings so that
everyone is involved and
the optimum possible
consensus is achieved
Manage the agenda within
the timescale of the
meeting

2.4 Summarise the agreed
actions, allocated
responsibilities, timescales

2.2

2.3

Business conventions are a
set of rules that govern the way
each meeting is managed
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and any future
arrangements

3 Be able to deal with post- | 3.1 Take action to ensure that
meeting matters accurate records of a
meeting are produced and
distributed in the agreed

format and timescale

3.2 Take action to ensure that
post-meeting actions are
completed

3.3 Evaluate the effectiveness
of a meeting and identify
points for future
improvement

Assessment

This unit is internally assessed by centre staff and externally verified by OCR Assessors.

Guidance on assessment

Skills CFA Assessment Strategy Competence units (S/NVQ)

National Occupational Standards (NOS) mapping/signposting

The mapping in the table below provides an indication of where evidence might be available for
assessment against some of the knowledge and understanding contained in the national
occupational standards (NOS). It does not claim to guarantee that evidence will meet the NOS.

NOS can be viewed on the relevant Sector Skills Council’'s website or the Occupational standards
directory at www.ukstandards.co.uk.

Occupational standards Unit number | Title

Management & Leadership CFAM&LDD6 | o Lead meetings to achieve objectives
(2012) National Occupational

Standards:

Additional information

For further information regarding administration for this qualification, please refer to the OCR
document ‘Admin Guide: Vocational Qualifications’ (A850) on the OCR website www.ocr.org.uk .
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