EFFECTIVE BOARD PAPERS TRAINING PROGRAMME 

0945
Introduction and session overview

1000
The roles and responsibilities of the Board and management
· The four key roles of the Board
· The role of the Chief Executive and management

· The importance of Board papers in supporting the Board in discharging its governance and oversight role

1030
Avoiding the common problems
· Group exercise – avoiding the pitfalls 

1130
Tea/coffee

1145
Drafting a good Board paper
· Group exercise: writing an effective Board paper

· Cover sheet
· Executive Summary
· Template (including ideal length)
· Standing Orders

· Clearance process / proofreading
· Developing a simple and effective writing style

1230
Lunch

1315
Drafting a good Board paper (continued)
1500
Applying the learning 
· Agreed template
· Practical tips for Board report writing - summary
1530
Open forum
1545
Close


