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Introduction 

Experience o f a  grou p o f peopl e ca n profitabl y b e poole d 
together, wit h a  commo n objectiv e i n view , i n a  meeting . 
Meetings constitut e a  ver y importan t for m o f communication . 

Meeting 

A meeting ma y b e define d a s a  gatherin g togethe r o f a  numbe r 
of person s fo r an y purpose . Al l meetings ma y b e classifie d 
as eithe r publi c o r private . 

A public meetin g i s ope n t o th e public . 

A private meeting,however,is attende d b y member s o f th e bod y 
holding th e meetin g o r peopl e wit h som e othe r righ t o r specia l 
capacity fo r th e discussio n o f matter s no t o f publi c concern . 
Private meeting s includ e staf f meetings , compan y meetings , 
meetings o f clubs , trad e unions , societies , aldermen , e tc . 

Why meetings ? No organizatio n ca n ge t alon g withou t meetings . 
They ar e work-session s an d a  plac e fo r takin g decisions . 
Some o f th e principa l reason s fo r callin g a  meetin g a r e : 
1. T o explai n a  ne w polic y decisio n a s i t affect s a  Ministry , 

a departmen t o r a  sectio n o f a  department ; 
2. T o revie w th e operation s o f a  departmen t whe n thing s ar e 

not workin g t o schedul e ; 
3 . T o reac h agreemen t o n non-officia l activitie s necessar y 

for th e operatio n o f officia l work ; 
4 . T o explor e ne w an d mor e effectiv e way s o f accomplishin g 

official busines s withi n th e broa d officia l policy ; 
5. T o se t th e ton e o f th e departmen t a t th e beginnin g o f th e 

year (o r an y agree d period) , an d t o revie w th e wor k o f 
the departmen t a t th e en d o f th e yea r . 

Causes o f unsuccessfu l meetings . Som e o f th e cause s o f 
ineffective, frustratin g o r borin g meeting s a r e : 
1. Preparatio n -  inadequat e advanc e information , fault y 

composition o f subject , Chairma n vagu e abou t subjec t 
or purpose , ba d handlin g o f tim e factor . 
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2 . Introductio n -  to o lon g winded , incomplet e o r to o shor t , 
muddled o r confusing , ke y i s sue s no t defined , mai n 
i s sues no t c lar i f ied . 

3 . Cha i rman /Leade r s attitud e -  to o au toc ra t i c , eas y going , 
bored , un in te res ted , i n s i n c e r e , inat tent ive , o v e r s e r i o u s , 
pompous, flippant,  t a c t l e s s an d pre judiced . 

4. Contro l an d guidanc e -  i r r e l evan t , rambling , latitud e t o 
over ta lka t ive , diffiden t member s ignored , d iscourage d o r 
snubbed, pr iva t e d i s cus s ions , rando m allocatio n o f tim e 
to majo r an d mino r i s s u e s , contribution s ignored , d i s -
agreements o r misunders tanding s no t c lar i f ied , in te r -
mediate phase s o f p r o g r e s s no t summarized . 

5 . Conclusion s -  no t summarized , minorit y view s ignored , 
inaccura te quotation s o f contr ibut ions , unset t le d point s 
left i n th e a i r , actio n requ i re d no t formulated . 

6 . Par t ic ipa t io n -  man y o f th e abov e cause s a r i s e becaus e 
the leade r di d no t develo p a  sens e o f par t ic ipat io n i n th e 
members o f th e group . Th e sens e o f par t ic ipat io n i s 
not onl y a  mat te r o f th e amoun t o f talkin g don e b y member s 
of th e grou p bu t i t i s a ls o thei r atti tud e o f mind . 

Not al l meeting s a r e expecte d t o a r r i v e a t decis ion s o r mak e 
recommendations. There for e th e amoun t o f part icipat io n 
will depen d o n th e kin d o f meeting , whic h ca n rang e fo r n o 
group par t ic ipat io n (whic h i s r a r e ) t o th e fulles t possibl e 
par t ic ipa t ion . 

Types o f meetin g Meeting s var y betwee n th e followin g tw o 
ex t r emes : 
1. Highl y forma l -  wit h Chairman , S e c r e t a r y , agenda , 

minutes an d forma l r u l e s o f p r o c e d u r e . 
2 . V e r y informa l -  ad-ho c meeting s abou t cu r r en t bus ines s -

probably col league s o n firs t nam e t e r m s . 

Between thes e tw o ex t r emes , meeting s var y a l so , dependin g 
on th e amoun t o f par t ic ipa t ion . 

Some o f th e meeting s whic h d o no t ai m a t full  par t ic ipat io n 
a r e : 
1. Meetin g calle d t o hea r a  statemen t o f polic y 
2 . Meetin g calle d t o hea r definitio n o f respons ib i l i t i e s 
3 . Meetin g cal le d t o rece iv e ins t ruc t ion s 
4 . Meetin g cal le d t o rece iv e explanatio n o f ne w syste m o r 

p rocedure 

The proble m solvin g meetin g (Actio n Meeting ) i s possibl y 
the mos t important . In  thi s typ e o f meetin g one  t r i e s t o 
t ransform a  situatio n i n whic h doubt , conflic t o r d is turbanc e 
is exper ienced , int o a  situatio n whic h i s c lea r an d coheren t . 

A commo n exampl e o f a  proble m solvin g meetin g i s th e pos t -
mortem meeting . Becaus e somethin g ha s gon e wron g o r som e 
mistake ha s bee n mad e th e meetin g i s calle d t o fin d ou t 
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prec i se ly wha t wen t wrong , wher e i t wen t wrong , wh y i t wen t 
wrong, ho w ca n i t b e prevente d fro m happenin g again . 

At thes e meet ings , i f t he r e i s t o b e intel l igen t talkin g w e must : 
1. Kno w exactl y wha t w e a r e talkin g abou t 
2 . Kee p ou r ta lk s re levan t 
3 . Kno w exactl y wher e the r e i s d isagreemen t an d wh y 
4 . Kno w exactl y wher e the r e i s agreemen t 

In al l meeting s ou r activit y -  encouraged / insp i r e d b y th e 
Cha i rman /Leade r -  shoul d b e a  thinkin g activit y an d no t 
random o r emotional . Thinkin g mean s w e wan t t o kno w a s 
much a s w e ca n abou t th e c a u s e s , r e s u l t s o f event s an d 
po l i c i e s , th e advantage s o f propose d c o u r s e s o f act ion , th e 
r e a s o n s fo r people ' s view s an d th e significance s an d r e su l t s 
of ou r ow n view s an d ac t ions . 

Thought mus t b e REFLECTIVE . 

Discussion i s mor e tha n a  mat te r o f fre e tal k o r conversa t ion . 
Discuss ion i s bot h thinkin g an d talkin g an d th e talkin g i s 
intended t o ai d th e thinking . Goo d d iscuss io n 
1. S t r e s s e s ref lect iv e thinkin g 
2 . Aim s t o unders tan d a  situatio n o r difficult y 
3 . Aim s t o apprec ia t e meaning s an d significanc e 
4 . Aim s t o analys e an d solv e a  proble m 
5 . O c c u r s i n a  grou p situatio n 

Discuss ion i s no t deba te . I n a  debat e a  pe r so n ha s mad e u p 
his min d abou t somethin g an d wishe s t o convinc e everyon e 
that h e i s r i gh t . W e atten d d iscuss io n meeting s t o l ea r n i n 
o r d e r tha t w e ma y b e i n a  posit io n t o mak e u p ou r minds . 

Funct ions o f a  Chairma n 

A Chai rman/Leader mus t know : 
1. Ho w t o pla n an d p r e p a r e fo r a  meetin g 
2 . Ho w t o s t a r t a  meetin g 
3 . Ho w t o stimulat e an d guid e d iscuss io n 
4.. Ho w t o ge t everyon e t o tak e p a r t 
5 . Ho w t o preven t i r r e l e v a n c i e s 
6 . Ho w t o giv e intermediat e summarie s 
7 . Ho w t o br in g a  meetin g t o a  conclusio n an d t o 

give a  fina l summar y s o tha t everyon e know s 
exactly wha t th e meetin g accomplishe d 

8 . Th e kind s o f actio n tha t de lay , handica p o r wrec k a 
meeting 
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If the r e ha s bee n thoughtfu l an d construct iv e par t ic ipat io n 
at a  meetin g th e decis ion s tha t a r e mad e wil l lea d t o coopera t -
ion i n actio n becaus e the r e ha s bee n cooperatio n i n thought . 
Ma t t e r s shoul d no t b e pu t t o th e vote " Th e in te res t shoul d 
be i n weighin g judgements , no t i n countin g hands . 

A goo d Cha i rman/Leade r shoul d b e abl e t o lea d a  d i scuss ion . 
To d o thi s h e must : 

Outline th e subjec t c l e a r l y . Stat e top ic , proble m o r 
difficulty wit h whic h th e meetin g i s t o dea l , outlin e situatio n 
giving r i s e t o topic , proble m o r difficulty , s tat e purpos e o f 
meeting s o tha t everyon e know s wha t i s appropr ia t e fo r 
d iscuss ion an d wha t i s not , defin e technica l t e rm s used , 
outline p rocedur e t o b e followed . Th e vagu e statemen t o f 
subject i s th e caus e o f th e mos t futil e d i s cus s ions . 

Guide th e d iscuss io n Assembl e al l th e n e c e s s a r y fac t s , dra w 
out information , view-point s an d expe r i ences , mak e sur e al l 
contr ibut ions a r e unders tood . Kee p discuss io n o n subject , 
avoid pure l y pe r sona l a rguments , develo p grou p par t ic ipa t ion . 

Crys ta l l i ze th e d i scuss ion . Summariz e th e developmen t o f 
the d i scuss ion , r e f e r t o an y change s o f opinion , stat e point s 
of agreement s o r d isagreement , s tat e intermediat e conclusion s 
a s r e a c h e d , mak e sur e o f unders tandin g an d acceptanc e o f 
summaries . 

Es tab l i sh fina l conclusion s reache d Giv e fina l summar y o f 
course o f d i scuss ion , s tat e conclusio n c l ea r ly , mai n point s 
contr ibuted, disagreemen t i f an y an d th e r ea son s fo r them . 
A fina l summar y i s n e c e s s a r y t o mak e c lea r wha t th e meetin g 
has accomplished . As k member s whethe r th e summar y ha s 
been fai r an d complet e an d invit e an y comments . 

Get agreemen t o n actio n Sho w tha t a  decisio n i s a  grou p 
decis ion a r i s in g fro m d i scuss ion , tha t th e decisio n i s base d 
on conviction , a s sen t o r reconci l ia t io n o f v i ews . I t i s 
Chairman 's / L e a d e r 's responsib i l i t y t o summariz e th e r ea son s 
for th e actio n an d sho w ho w i t i s i n th e organizat ion s i n t e r e s t . 

To lea d a  d iscuss io n meetin g a  Chairman should : 
1. Determin e purpos e o f meetin g i . e . kno w th e objectiv e 

e . g . t o cons ide r unsolve d problem s 
2 . Examin e th e subjec t -  ge t fact s an d informatio n o n 

subject , determin e point s tha t nee d d i scuss ion , 
ant icipate difference s i n viewpoin t 

3 . Anticipat e cause s o f dela y -  an d obstruct io n i . e . 
p r e p a r e fo r difficul t member s an d embar rass in g 
subjects 

4 . Outlin e th e d iscuss io n i . e . kno w fina l object ive , 
intermediate objec t ives , fram e appropr ia t e ques t ions , 
outline c l e a r in t roduct ion ,prepar e a  t ime-tabl e 
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5. B e read y i . e . agenda , readin g ma t t e r , announcements , 
a r r a n g e accommodation , p r e p a r e v isua l a id s an d othe r 
n e c e s s a r y ma te r i a l . P r e pa ra t i o n doe s no t merel y 
involve collatin g documentar y informatio n bu t include s 
a verba l ma p -  i n o the r word s the r e mus t b e tim e t o 
think. (Cha i rman/ leade r shoul d hav e a  p repara t io n 
sheet) 

Chairman' s / L e a d e r ' s authori t y Althoug h a  Chairma n mus t 
guide, h e mus t a ls o e x e r c i s e contro l an d d isc ip l ine , withou t 
n e c e s s a r i l y re lyin g o n th e weigh t o f authori t y o f forma l ru l e s 
of o r d e r . Collectiv e thinkin g i s wanted . 

Quest ions ca n b e use d b y th e chai r no t onl y t o ensur e tha t 
everybody take s pa r t an d t o mak e bes t u s e o f member ' s  know -
ledge an d exper ienc e bu t a ls o t o ope n u p d i scuss ion , t o 
amplify an d explai n a  member ' s contr ibut ion , t o introduc e a 
point whic h i s bein g over - looked , t o mov e d iscuss io n ahea d 
from on e poin t t o another , t o br in g ou t th e dis t inct ion s an d 
s imi lar i t ies betwee n var iou s i d e a s , t o encourag e intell igen t 
judgement o n th e idea s p resen te d an d no t l e a s t , t o exe rc i s e 
d i sc ip l ine . 

The us e o f quest ion s a s a  mean s o f d i rec t in g an d stimulatin g 
d iscuss ion i s on e o f th e mos t effectiv e technique s use d b y a 
C h a i r m a n / L e a d e r . Quest ion s ca n b e genera l o r specifi c 
depending o n th e na tu r e o f r e spons e r e q u i r e d . Whateve r th e 
type o f r e spons e o r questio n th e mos t effectiv e a r e thos e 
which canno t b e answere d b y a  "Yes " o r "No" . Th e "why" , 
"when" "where " an d "show " quest ion s a r e p r e f e r r e d ; t o b e 
successful a  Cha i rman /Leade r mus t develo p skil l i n askin g 
quest ions -  intell igen t an d purposefu l -  whic h i s a n a r t . 

Pe r sona l i t y t r a i t s o f successfu l Cha i rman /Leade r 

1. 
2 . 
3. 
4. 
5. 
6. 
7. 
8. 
9. 

10. 

Mental alertnes s 
Sensitivity an d perceptio n 
Concise an d clea r expressio n 
Impartiality 
Tact 
Poise an d self-restrain t 
Friendliness an d goo d wil l 
A sens e o f humou r 
Interest 
Fairness 

The S e c r e t a r y an d h i s / h e r dutie s 

Eve ry meetin g mus t hav e a  Sec re t a r y t o maintai n a  r e c o r d o f 
dec is ions an d ag reemen t s . 
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Minutes o f meeting s Suc h thing s a s memorand a an d 
shortened-layout l e t t e r s a r e sometime s calle d minutes , an d 
the ter m i s a ls o applie d t o shor t comment s wri t te n i n th e 
margin o f som e documen t o r at tache d t o i t o n a  separa t e sli p 
of pape r ( ' loos e minutes ' ) . Whe n use d i n connectio n wit h 
meet ings , th e wor d mean s a  r e c o r d o f wha t wa s don e a t th e 
meeting, an d thi s i s wha t w e a r e d iscuss in g h e r e . 

If th e minute s a r e t o b e p r e c i s e an d no t merel y depen d o n th e 
whims an d fancie s o f a  pa r t i cu la r individua l the n the y shoul d 
be u t te re d b y th e Chairma n i n th e p r o c e s s o f hi s intermediat e 
summaries . Thi s mean s tha t i n fac t h e d ic ta te s th e minute s 
when h e check s acceptanc e o f th e summaries . I f th e meetin g 
a g r e e s wit h th e summaries , the n i t ha s fo r al l p rac t i ca l 
purposes p r e p a r e d th e minutes . I t i s the n hardl y likel y tha t 
a meetin g wil l wast e tim e a t a  subsequen t sess io n b y contes t -
ing th e minute s o f th e previou s meeting . Whe n a  Chairma n 
in effec t d ic ta te s th e minutes , th e S e c r e t a r y ha s merel y t o 
note th e summarie s accepte d b y th e meetin g an d followin g th e 
r ight p r a c t i c e , r e - w r i t e the m i n th e minutes . 

Layout T h e r e i s n o universa l l y accepte d for m fo r th e layou t 
of minutes , an d man y var ia t ion s i n detai l a r e poss ib le , bu t th e 
following i s a n acceptabl e s tandar d layou t fo r an y kin d o f 
minutes: 

[MINUTES O F TH E MEETIN G O F HEL D O N (DATE) , 
AT/IN (PLACE) , A T TIM E 

Action b y 
P R E S E N T : M r X  Y , Chairman ) (Regula r 

(Lis t o f Names ) )  member s 
of th e 
body) 

Apologies fo r absenc e wer e rece ive d from : 
(Lis t o f Names ) 

IN (Lis t o f name s an d (Non -
ATTENDANCE: posts ) member s 

special ly 
invited o r 
p re sen t t o 
adv i se , e t c . ) 

Min. ( N O . ) HEADIN G 
(Brief summar y o f backgroun d 
and /o r d iscuss ion ) 

RESOLVED: 
Tha t . .  . (verbatim tex t o f th e 

resolut ion) 
Min. (No. ) (HEADING ) 

The meetin g close d a t (TIME ) 

Confirmed : 
Chairman 

Date : 
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Minutes o f meeting s a r e intende d t o b e a n accura t e an d 
concise r e c o r d o f wha t wa s done ; the y shoul d definitel y NO T 
be a  complet e r e c o r d o f al l tha t wa s sa id . The y r e c o r d 
t r a n s a c t i o n s , no t deba te s , an d TH E SHORTE R THE Y AR E 
THE B E T T E R . Goo d minute s cal l fo r summarizin g i n i t s 
most concis e form . 

F a c t s an d f igure s cons idere d shoul d b e give n i n a n Appendi x 
not i n th e bod y o f th e minutes . Repor t s fro m officials , sub -
commit tees , an d so  o n tha t hav e bee n rece ive d an d d iscusse d 
should a ls o b e t r ea t e d i n th e sam e way . Minutes , especial l y 
those o f compan y meet ings , ma y unde r cer ta i n c i rcumstance s 
be accepte d a s evidenc e i n cour t s o f la w ,  an d i t i s essen t ia l 
that whateve r i s include d i n th e wa y o f f ac t s , f i gu res , an d 
reso lu t ions shoul d b e absolutel y a c c u r a t e . Thi s i s especia l l y 
important i n th e th e cas e o f c o n t r a c t s , staf f appointments , an d 
other suc h ma t t e r s wher e specifi c sum s o f mone y o r deta i l s o f 
s a l a r i e s , incrementa l s c a l e s , condition s o f se rv ic e an d s o o n 
a r e involved . 

He re i s a n abbrevia te d specime n o f th e minute s o f a  meetin g o f 
a loca l au thor i ty : 

MINUTES O F TH E MEETIN G O F BANDAN I COUNT Y COUNCI L 
HELD I N TH E COUNCI L CHAMBE R O N 23R D NOVEMBE R 
1970, A T 10.4 5 A M 

P R E S E N T : Council lo r A  B  -  Chairma n 
Council lor C  D - Vice-Chairma n 
Council lor E  F 
Counci l lor G  H 
Counci l lor 1  J 

e t c . 
Apologies fo r absenc e wer e rece ive d from : 

Council lor R  S 
Counci l lor M r s T  U 

IN ATTENDANCE : M r B  C  -  Cler k t o th e Counci l 
Mr D  E - T r e a s u r e r 
Mr F  G  -  Execut iv e Office r 
Mr H  I  -  D i s t r i c t Healt h Inspecto r 
Mr J  K  -  Committe e Cler k 

M i n . 6 7 / 7 0 : PRAYER S 
A shor t per io d o f silen t p r a y e r wa s 
observed befor e th e beginnin g o f b u s i n e s s . 

M i n . 6 8 / 7 0 : CONFIRMATIO N O F MINUTE S 
It wa s propose d b y Council lo r E  F , 
seconded b y Council lo r G  H , an d 
RESOLVED: 
That th e wor d forthwit h i n M i n . 5 4 / 7 0 , 
l ine 2 , b e delete d an d rep lace d b y th e 
words a s soo n a s p r a c t i c a b l e . 
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M i n . 6 9 / 7 0 : CHAIRMAN' S ADDRES S 
The Chairma n repor te d t o th e Counci l 
that durin g hi s vis i t t o th e Nairob i Sho w 
September h e ha d approache d a  c e r t a i n 
firm fo r a s s i s t anc e t o Harambe e group s 
operat ing cat t l e d i p s . 
The compan y ha d offere d t o provid e 12 0 
gallons o f 'Toxaphone ' di p fre e o f cha rge , 
and fiftee n 5-gallo n drum s ha d a l read y 
been r ece ived . 
Referr ing t o th e Council ' s financia l 
a f fa i r s , th e Chairma n dre w attentio n t o 
the c a r e whic h i t s financia l officer s ha d 
exe rc i sed i n controll in g an d supervis in g 
funds. Tw o c a s e s o f misappropriat io n 
had bee n r epor t e d t o th e po l ice , an d h e 
wished t o than k th e officer s fo r the i r 
a l e r t n e s s an d v ig i lance . 

The Counci l note d th e Chairman ' s 
r e m a r k s , an d endorse d hi s thank s 
to th e Council ' s financia l of f icers . 

M i n . 7 0 / 7 0 : REPOR T O F TH E HEALT H COMMITTE E 
In th e cours e o f d iscuss io n o f thi s r e p o r t , 
Councillor K  L  pointe d ou t tha t th e Kalim a 
Dispensary requ i re d ex t r a staf f an d 
reques ted tha t thi s b e note d b y th e Healt h 
Committee, an d especia l l y th e sub -
committee whic h wa s du e t o mak e a  vis i t 
to al l d i spensa r i e s i n th e Count y i n th e 
nea r future . 
P roposed b y Councillo r K  L, seconde d b y 
Councillor M  N , an d 
RESOLVED: 
That th e r epo r t o f th e Healt h Committe e 
as se t fort h i n th e minute s o f tha t 
Committee's meetin g hel d o n 25t h Octobe r 
1970 b e adopted , an d furthe r tha t th e 
special need s o f th e Kalim a Dispensary , 
as mentione d i n th e not e headin g thi s 
minute, shoul d b e recommende d t o th e 
Health Committee' s pa r t i cu la r a t tent ion . 
(During th e d iscuss io n o f thi s r epor t 
Councillor M r s S  T  en tere d th e meeting ) 

(OTHER REPORTS OF STANDING COMMITTEES WOULD 
BE DEALT WITH HERE, EACH IN A SEPARATE MINUTE). 

Min.75/70 MARAN I AFRICAN PENTACOSTAL 
CHURCH 
The Cler k informe d th e Counci l tha t h e 
had rece ive d a  le t te r fro m th e e lde r s o f 
the Maran i Pentecos ta l Church , e x p r e s s -
ing the i r grat i tud e t o th e Counci l fo r 
agreeing t o the i r applicatio n fo r a  churc h 
site a t Maran i Vi l lage . 
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The Counci l note d th e Clerk ' s  repor t 
with appreciation . 
(At thi s poin t Councillo r F  G  lef t th e 
meeting). 

Min.76/70: SEREMUN I HARAMBE E CATTL E 
DIP SIT E 
The Counci l receive d an d considere d a n 
application fro m th e Seremun i Harambe e 
Group fo r th e us e o f a  piec e o f Counci l 
land situate d a t Seremun i Boma , whic h 
had i n th e pas t bee n use d b y th e Depart -
ment o f Agricultur e a s a  pig-breedin g 
site bu t ha d no w bee n abandoned , fo r th e 
construction o f a  cattl e di p o n a  self-hel p 
bas is . Afte r som e discussion , i n whic h 
it wa s pointe d ou t tha t thi s lan d ha d n o 
potential fo r an y othe r kin d o f develop -
ment, i t wa s 
Proposed b y Councillo r F  G , seconde d 
by Councillo r Q  R , an d 
RESOLVED: 
That permissio n b e grante d t o th e 
Seremuni Harambe e Grou p t o us e 1  acr e 
at th e extrem e wester n en d o f th e forme r 
pig-breeding sit e a t Seremun i Bom a fo r 
the constructio n o f a  cattl e dip , subjec t 
to th e approva l o f th e sit e b y th e Veterin -
ary Department , an d t o th e peggin g ou t o f 
the are a b y th e Counci l Surveyor . 

(Councillor Mr s S  T  aske d tha t he r 
opposition t o thi s resolutio n b e 
recorded, o n the groun d tha t th e sit e 
was to o nea r t o th e Seremun i 
Secondary School. ) 

Min.77/70: APPOINTMEN T O F ASSISTAN T 
MARKETS SUPERVISO R 
Proposed b y Councillo r G  H, seconde d 
by Councillo r E  F , an d 
RESOLVED: 
That th e recommendatio n o f th e Staf f 
Committee b e adopte d tha t th e vacan t 
post o f Assistan t Market s Superviso r b e 
offered t o M r K  E a t a startin g salar y o f 
£855 i n th e salar y scal e 7(b) , £855-3 6 -
£1,035x42 -  £1,24 5 pe r annu m o n loca l 
pensionable term s an d condition s o f 
services . 
The meetin g close d a t 12.1 5 p m 

Confirmed: 
Chairman 

Date: 
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EXERCISE 

1. Th e followin g minut e i s badl y se t ou t an d als o contain s 
a goo d dea l tha t shoul d hav e bee n omitted . Rewrit e i t 

M i n . 3 8 / 7 0 : LAN D FO R S E L F - H E L P SCHEME . A n 
application wa s rece ive d fro m th e Wandi r i Self-Hel p 
Group fo r permiss io n t o e rec t a  n u r s e r y schoo l o n Plo t 
No .39 , adjacen t t o Wandir i Marke t . Councillo r N  O 
expres sed concer n tha t th e sani ta r y facil i t ie s provide d 
might no t b e adequate , bu t accepte d th e Chairman' s 
a s s u r a n c e tha t thi s woul d b e closel y superv i sed . 
Councillor D  E  sai d tha t i n hi s vie w anothe r n u r s e r y 
school wa s no t r equ i re d a t Wandir i . Councillo r J  K , 
however pointe d ou t tha t t he r e wa s not , i n fact , an y 
n u r s e r y schoo l withi n fiv e mi l e s . Councillo r D  E  the n 
agreed tha t ther e wa s a  goo d cas e fo r th e propose d 
school . Councillo r V  W  asked whethe r th e self-hel p 
group wa s i n a  posit io n t o pu t u p a  buildin g o f th e 
r equ i red s tandard , addin g tha t h e doubte d it ; h e wa s 
a s s u r e d b y th e CD O tha t i t w a s . Severa l Council lor s 
then exp res se d the i r opinio n tha t th e grou p shoul d b e 
encouraged; Councillo r D  E  remarke d tha t developmen t 
through self-hel p wa s ve r y importan t i n moder n Kenya , 
and sai d tha t i t dese rve d th e whole-hear te d suppor t o f 
all Counc i l lo r s . H e aske d wh y i t wa s tha t Councillo r 
V W  alway s oppose d everythin g p r o g r e s s i v e . Councillo r 
V W  heatedly rep l ie d tha t th i s wa s a  l ibellou s accusat ion . 
The Chairma n calle d fo r o r d e r , an d Councillo r O  P  the n 
proposed tha t th e reques t shoul d b e g ran ted . Whe n thi s 
was pu t t o th e vot e i t wa s agree d t o unanimously . 

2 . Determin e th e fiv e mos t essen t ia l qual i t ie s r equ i re d o f a 
successful R & D Pro jec t l e ade r , an d a r r ang e the m i n 
o r d e r o f impor tance . 

Drive an d enthusias m 
Self contro l 
Imperturbabil i ty 
Balanced judgemen t 
Technical competenc e 
Courage 
Discipline 
Impartiali ty 
Approachabil i ty 
Balanced humou r 
Sincer i ty 
Sensi t iv i ty an d percept io n 
Creat iv i ty 
Mental a l e r t n e s s 
Tact 

P r o c e d u r e : Pa r t i c ipan t s wil l b e divide d int o th re e g roups . 
Each grou p wil l elec t a  chai rman . B y grou p discuss io n 
each grou p wil l decid e th e qual i t ie s r equ i re d an d a r r ang e 
these i n o r d e r o f importance . Al l th e par t ic ipant s wil l 
finally mee t a t p lenar y t o p resen t the i r grou p dec is ion . 
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