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	Assessment plan – Employability Level 2
Meetings in the workplace															          Credits: 3

	Outcome:
	Assessment criteria
	Assessment activity/opportunity
	Assessment method
	When
	Evidence

	MW2.1  Understand the
way meetings are planned and managed in their
organisation
	2.1.1  Describe the function of formal meetings
	
	
	
	

	
	2.1.2  Describe the types of meetings that are held in their organisation
	
	
	
	

	
	2.1.3  Describe the purpose of an agenda and minutes
	
	
	
	

	
	2.1.4  Describe the function of a chairperson and secretary (or note taker)
	
	
	
	

	
	2.1.5  Explain the meaning of the terms:
· present
· apologies
· matters arising
· AOB
	
	
	
	

	MW2.2  Be able to prepare for meetings
	2.2.1  Check arrangements and agenda items for meetings they are attending
	
	
	
	

	
	2.2.2  Plan own contribution to agenda items
	
	
	
	

	MW2.3  Be able to participate in meetings
	2.3.1  Make clear and relevant contributions at appropriate points in the meeting
	
	
	
	

	
	2.3.2  Listen to others’ contributions and check understanding if necessary
	
	
	
	

	
	2.3.3  Use a communication style appropriate to the situation
	
	
	
	

	MW2.4  Be able to fulfil commitments agreed at meetings
	2.4.1  Check minutes or records of meetings and identify decisions that affect own work
	
	
	
	

	
	2.4.2  Act on decisions and action points appropriately
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