
Meetings and communications

Do you want to get more out of Art Department meetings?

Are meetings focused more on communication and information sharing?

In order to make celebrating Visual Arts and student learning the focus a change may be needed.

Before trying to introduce a new meeting system give staff a copy of your proposal and ask for feedback before the next meeting. Or make it the topic for the next meeting!

	Communications:

· Try to communicate ideas from HOD’s meetings by forwarding on the minutes to your staff. If they, or you, want to discuss anything from these minutes then they could go on the agenda. Otherwise don’t spend curriculum meeting time on them.

· Additional communication can be..spoken and emailed, written on a whiteboard in your Art resource room, or…. (on a daily, or as needed, basis,..)


	Meetings:

Ideas

· Set an agenda ahead of time (a week is good) and allow staff to add to it

· Insist people attend on time. Start the meeting on time and finish on time

·  Take minutes (a different person could take the minutes each time. Once finished a copy would go to each staff member and the senior management.

· Perhaps delegate one person to deliver a small presentation. i.e. talk about a new artist model they have come across (3-5 minutes)

· Have tea/juice/coffee/something to eat?

· Maybe have main topic for each meeting e.g. assessment, media techniques, storing moderation samples, ….

· Choose one area e.g. level 2 courses to look at progress, some student work, barriers to student success,…for each meeting. Staff could indicate what they would like to focus on at the next meeting. If they don’t select an area, then you choose. Even if a teacher is not involved in teaching a certain programme they should attend the whole meeting and add their professional voice to the discussion.




	Possible Agenda

· 3.45 Meeting opened Nominate and rotate minute keeper form week to week.

· Any items to discuss from the last meeting

· Go through agenda items (order them to get other staff involved as soon as possible. Maybe have the person to share something new early on. Keep an eye on time and keep the meeting moving. If anyone wants to say more about something it may need to be a main item for the next meeting. Alternatively they could make another time to see you to talk about it?

· General business

· 4.35 Round up meeting by deciding who is going to present an idea at the next meeting, what the main topic should be for discussion and who will be taking the next minutes.

· 4.45 meeting closed…even, if you think it could continue!


Minutes could be taken straight onto a laptop in this kind of format to save typing them up again?

	Visual Arts Agenda/Minutes   Recorded by:

	Date:
	Present:
	Time:

	Agenda Item
	Action to be taken
	Who by

	
	
	

	
	
	


Relationships are developed over time and need to be nurtured through support and expectation from the HOD.

	Relationships:

· Try to organise time to get to know staff in a social way. Perhaps make use of another Art staff member to help organise some things in this line.

· Lunch out

· Acknowledge birthdays?

· Quirky things like ”loud” shirt day?

· HOD to make planned time to visit teachers in their classrooms to reinforce their good practise with positive comments and acknowledgement of what they are doing. It may be possible for the HOD to ask individuals to share aspects of what is observed with other members of the department at meeting times.
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