VOLUNTEER SECRETARY AID PROPOSAL
Source:  Kevin Holley

Introduction

The current policy for providing secretarial support to OMA working groups, subworking groups etc. is a little bit haphazard.  Some groups are provided with full secretarial support for all meetings, including conference calls, whilst others are not provided with any meeting support.

An Equitable Solution
It is clear that OMA is not going to provide 100% secretarial coverage for OMA.  So we have to make use of volunteer secretary support.
My proposal is essentially this:  refocus Forapolis support on non-realtime activities which can be provided across all groups.

What Does a Volunteer Secretary Do?

Simply take notes of what happens in the meeting, specifically recording any actions and highlighting actions, liaison statements and change requests in the meeting notes.

If we keep the volunteer effort to this level, we are likely to find it much easier to attract volunteers.

What Else is Required?
The following actions are needed for any meeting:

Pre-meeting:

1. Setting up the meeting on the Portal

2. Preparation of an agenda, including documents available in time

3. Updating of the agenda with late documents


Post-meeting:

4. Formatting the notes into the appropriate template

5. Addition of the participants list to the notes

6. Preparation of tracking documents (actions, liaison statements, change requests)

Proposal
Based on the above numbering, without any involvement in the physical meetings (therefore overlapping meetings do not cause a problem), it would be possible for Forapolis to undertake 1, 4, 5 and 6.
Concerning (2), it should be possible to make the portal do this automatically.  In fact if we combine the agenda and meeting minutes templates, then the Portal can provide a set of meeting minutes, including documents, participants and agenda, and all the note-taker need do is to enter the discussion under each agenda point.  Until the Portal can do this, I suggest it is done by Forapolis, and sent to the chair for vetting, editing and publication by the chair.  If the minutes and agenda templates are combined then (4) becomes a “null” job.  In any case, as minutes should be available quickly, the first version produced by the volunteer should be made available and any Forapolis updates as a revision.
(3) I suggest needs to be done by the chair of the meeting.

Conclusion

The overall objective here is to avoid putting undue pressure on volunteers in some groups whilst no volunteers are needed in other groups.  By reducing red tape (combining minutes and agenda), automating templated minutes production and having Forapolis focus on the tracking aspects we provide much more consistency across OMA in support level and tracking quality.

