Action learning suggested plan for the first meeting
(adapted from The Action Learning Handbook: McGill ad Brockbank, 2004) 
The first set meeting will take a different format to the usual set meetings, as members will need to get to know each other and make some basic but important decisions about how the set will operate. 
Below is a suggested plan for your first meeting. The set will need to agree timings of each part of the meeting at the start. 
It may be helpful to complete the presentation brief before the meeting if you would like to present a problem, challenge or idea to the set. 
	Introductions
	Members to introduce themselves to the set by considering the following questions: 
 Who am I and what I do 
 Something that I would like to leave in an imaginary suitcase outside of the room so that I can fully focus on the set meeting (e.g I have left a pile of things that I know I should really be doing) 
 What I would like to bring to the set so the set can work well (e.g I am new to coaching but I have a willingness to learn more) 
 (optional) something unusual about myself that no-one else in the room knows (and that I am happy to share) 

Decide who will keep time and take notes for the meeting.

	Decision making
	Members to discuss and agree their code of conduct. This should be recorded in the meeting notes. 

The set should also decide on the dates and times of the next few meetings so that these can be diarised and be made a priority. They should also decide on meeting length. 

Meetings should usually be around 4-6 weeks apart to allow for actions to take place.

	‘Getting to know each other’ activities
	Some suggested activities for this section – you do not need to do all of these activities. 
Self-portrait Write you name in the middle of your page and then create 10 points for your portrait (only share what you are happy to share) 
 A significant date 
 A place of importance 
 A learning experience – an event that had a crucial and significant effect on how you see/saw the world 
 A hero/heroine alive or dead – a source of inspiration 
 2 significant people – to whom you are now close, who are important to you 
 An example of an unresolved conflict 
 A present coaching concern or focus – a specific part of your coaching work which is a source of opportunity, difficulty or interest. 
 Symbol/picture – a visual representation of yourself 
 Bits of personal history – up to 6 things that represent your life 
 An example of good support network – a place where you felt supported and understood 

Each person in the set then takes 10 minutes to present their portrait to the rest of the set. At the end of each presentation time is given for set members to ask questions that clarify further. When everyone has told their story set members may feedback what they have gained or learnt from the experience. 

Lifeline 
Each participant has a piece of paper. They should draw their story, their lifeline, in pictures, however they want. They then explain to the set what the images mean. 

Life Shield 
Divide your page into quarters and draw images in each quarter relating to the following headings: 
	My life at work
	My life at home

	My life with friends
	My hopes and dreams



Each member then presents their shield to the set and explain the images/statement

	Bidding round
	Members may be keen to start on the action learning process so the set should enquire whether anyone would like to present during this meeting. Members may wish to use the Action Learning Problem Brief form beforehand to help prepare to present during the meeting. 

Start by asking if any member would like to volunteer to present. Of those who volunteer, ask them to give a headline of their issue if they were to present. 

The set should decide how many presenters they can fit into the remaining meeting time, usually allowing 30 mins per presenter to complete the cycle, and the order in which presenters will take their turn.

	Presenting
	Each presenter takes their turn to present/tell their story however they wish. 

This is followed by clarifying and open questioning. 

The presenter then decides upon their actions / next steps and shares these with the set. 

Optional: Resource sharing – each set member offers the presenter a resources such as a contact, a website, a positive affirmation. 

This process is repeated for each presenter.

	Reflection
	The first meeting ends with a reflection on the meeting. 

This could take the form of: 
 Share one thing about the meeting which you felt went well and one thing which could have been done better 
 How do you feel about how the set is working?

	Check out
	Because it is voluntary to participate in action learning, the set should check whether all participants intend to continue with the set meetings or if anyone wishes to withdraw. 

Confirm date and time of next meeting.



After the meeting it may be helpful to complete the Presentation Review form in order to reflect on the meeting and to record your chosen actions. 
