
Chairing meetings
The following questions can be used to ensure that items on the agenda are processed using the stages of the learning cycle.  

Stage 1 – Experience
A clear explanation of the agenda item including what the group is being asked to do, how long the item is expected to take and, if appropriate, how a decision will be reached.
Stage 2 – Reflecting
This stage involves allowing time to discuss the issue

· What do people think about this?

· How do you feel?

· What views do people have?

· Let’s hear some different perspectives on this.

· What do you think the views of your staff are?

Stage 3 – Concluding
At this stage the focus shifts from general discussion to drawing conclusions.

· What conclusions can be drawn from this discussion?

· So what are we saying ?

· What is the most important thing for us to deal with?

· What are the key issues here?
· We have several different views here, how can we move this forward?

· What options are open to us?

.Stage 4 – Applying
This stage moves to agreeing what needs to be done.
· What are we going to do?

· What are the first steps?

· Who is going to be responsible for that?

· Develop an action plan.
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