Case Study A

A headmaster calls an urgent meeting. All staff are requested to meet in half an hour. 

Most staff arrive punctually because they got the message. Some others were late because they didn’t get the message until later or at all, or were in scheduled meetings. Consequently the meeting starts 20 minutes late.

Miss Ding, a Senior 3 Chinese teacher receives an unexpected telephone call from her daughter’s school inviting her to attend a meeting. She is unsure what to do.
The headmaster welcomes everybody and explains the purpose of the meeting. He then explains the invigilation procedures and finishes by informing the teachers who will be invigilating and when.
The meeting overruns due to the late arrivals at the start of the meeting. 

1. To what extent is the meeting urgent?

2. Who supervised the students during the meeting?

3. What should Miss Ding do?

4. What organisation points were missing from the meeting?

5. In your opinion was the meeting beneficial to every member of staff? Why?

6. How do the people who didn’t attend the meeting find out what was discussed?

Case Study B

All relevant staff assemble in the meeting room for the invigilation meeting at 17.20. Those teachers who have experience in invigilation are exempt from the meeting and are supervising students in their classrooms.
The staff are aware of the agenda as it was posted on the notice boards in the staff offices. The headmaster welcomes everybody to the meeting. The secretary records the absentees on the minutes. Each point on the agenda is then discussed and recorded in the minutes. The staff are invited to ask questions. These are discussed and answered. There is no AOB.
The meeting is finishes on time and is closed at 18.00. 
1. Why did all staff turn up on time?

2. How did they know what the meeting was about?

3. What did the agenda include?

4. Not every teacher who was an invigilator had to attend the meeting. Why?

5. Why did the meeting finish on time?

6. How do you think the staff felt about finishing on time?

