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Makes it easier to keep track of Meetings
Meeting #2 2018



	Attendees:
	James B (PD), Freddy M, Suzie Q

	Apologies:
	Janis J

	Minute Taker:
	Suzie Q	Comment by Stephanie Walters: Rotate this responsibility between ASRs to be fair, and to learn how to take good minutes!

	Next Meeting:
	24 April 2018 – 11am –  James’ Office (Suzie to send reminder)	Comment by Stephanie Walters: This may change but before the meeting ends, try to ensure everyone has agreed to date and has it in their diaries.
Nominate a person to create next calendar invitation/book room if required.


Minutes
	Agenda item:
	 UniSA website pages for MBAA Program are being updated.


Discussion:
James advises new UniSA Program pages are being developed and will be launched soon. 	Comment by Stephanie Walters: Context
Suzie suggested we create a link to a page for ASR contact and support information from the new MBAA pages so that students will know who to talk to about academic concerns/ideas.	Comment by Stephanie Walters: How the suggestion has come about and why it is important.
	[bookmark: MinuteDiscussion][bookmark: MinuteActionItems]Action Items:
	[bookmark: MinutePersonResponsible]Person Responsible:
	[bookmark: MinuteDeadline]Due by:

	Discuss how this may be achieved with developer of new website pages and advise launch date
22/3 Can be done, launch is 23/06/2018	Comment by Stephanie Walters: The result of James’ Action Item noted at the next meeting.
	James B
	22/03/2018	Comment by Stephanie Walters: Items which are complete can be greyed out so that they remain in the record.
Complete

	Group to email suggestions re content of page to Freddy M	Comment by Stephanie Walters: Break tasks up into manageable steps and set out a timeline for completion. 
Use ‘doing‘ words in the description.
Something may change, but without a plan it is hard to get things done!
	All
	01/04/2018

	Organise meeting for ASRs to consider/ collate suggestions/design webpage
	Freddy M	Comment by Stephanie Walters: Make sure the assigned person has agreed to take on the responsibility and is clear on what they are required to do, and by when.
	15/04/2018

	Agree content and draft at next meeting and decide next steps	Comment by Stephanie Walters: Next steps will come out of next meeting i.e. PD to discuss with developer and obtain approval for content and publication (as required). 
	All
	24/04/2018



	Agenda item:
	 Brief description of topic


Discussion:
Notes on discussion (context/background/decisions etc)
	Action Items:
	Person Responsible:
	Due by:

	What is to be done
	Who has agreed to follow up
	Date this action to be completed

	
	
	



	Agenda item:
	 Brief description of topic


Discussion:
Notes on discussion (context/background/decisions etc)
	Action Items:
	Person Responsible:
	Due by:

	What is to be done
	Who has agreed to follow up
	Date this action to be completed

	
	
	



Other Information
Resources:
Insert copies of documents etc. here as required…	Comment by Stephanie Walters: Something which could be added here might be an example of the webpage layout as designed.  
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