LEADERSHIP AND TEAMWORK SKILLS
	




No.
	




Group Members




	


Time Arrival with Signature
	


Time Finish with Signature
	Group Meeting Agenda
	Other Remarks
e.g potential problems/ difficulties/limitations

	
	
	
	
	Date: 

Time:
	Who took the notes?
Name:
	Who is leading the discussion?
Name:

	

	
	
	
	
	No.
	Agenda Items
What are the things discussed at the meeting?
	Who is talking/giving ideas?
	What action needs to be taken? What do we need to bring?
	

	1
	

	
	
	1
	
	
	
	

	2
	

	
	
	2
	
	
	
	

	3
	

	
	
	3
	
	
	
	

	4
	

	
	
	4
	
	
	
	

	5
	

	
	
	5
	
	
	
	


Group Meeting Agenda: Template for Students (5 forms and 5 full meeting’s agenda)

Please attach this form with project report and write full meeting agenda for each meeting.

[bookmark: _GoBack]	Group Meeting Agenda: Template for Lecturer (for assessment purpose based on student 5 meeting forms and 5 full meeting’s agenda

Group Meeting Agenda – Assessing Individual Participation & Quality of the Meeting Report
	MEETING                    

	Group Name:

Title of Project:


	



Group Members
	

Time Punctuality/
Commitment
	
Participation in Group Discussions
	Quality of Group Meeting Agenda
Task Response – Understanding and Addressing the Tasks
	


Total Marks

	
	
	Taking Notes
	Leading Discussions
	Idea Contributions
	Contents: Appropriate, relevant,
 key points covered
	Report Presentation: Grammar, Spelling, Neat
	

	
	1 mark
	1 mark
	1 mark
	3 marks
	3 marks
	1 mark
	10 MARKS

	1
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	

	5
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