Action learning typical meeting structure
Check-in 
Each set member in turn, says something about what has happened to her or him since the last meeting and also mention briefly any issues they might want to talk about.
This allows for agenda items to be listed and also for people to share the “headlines” of their experiences since last time.
Bidding Round
Each set member asks for the time he or she wants for discussing issues. When all the bids for time have been made, the order for the day is established. Timings for each section of the meeting should be agreed so that the process keeps moving and the set does not run out of meeting time.
Not every set member needs to present in every meeting. Depending on your meeting length, the set will need to decide how many people can present in the meeting and how much time can be allocated to each presenter.
The set will also need to decide on who will keep time and take notes in a self-facilitating set.
Individual Time Slots
This is the body of the set meeting, when individuals take a period of time to talk through:
· what he or she has done, or learnt,
· plans for future activity,
· responses to events since the last meeting.
The presenter describes their issues as clearly and concisely as possible and what outcomes they would like.
The set members ask clarifying questions to understand more about the issue. They then ask open questions to ‘coach’ the presenter and provoke deeper thinking about their issue.
The presenter then takes time to summarise their progress on the issue and any next steps they plan to take.
OPTIONAL: The set may have a resource round at this point where each set member offers a resources to the presenter. This could be a contact, a website, reflections or thoughts based on their observation of the issue and their own experience. The presenter listens at this point without commenting on the resources offered. After this round the presenter may then choose to reconfirm their actions.
Set Meeting review
A short review of the meeting should take place at this stage. Members may start by sharing their initial feelings about the process. This stage should focus on the process of action learning rather than the presenter’s content. It may help to use the questions in the Set meeting review proforma.
Review of Set Process
This stage only appears when somebody feels the need for it. Early on in the set’s life, it can be useful to put some time aside to talk through people’s perceptions of how they are operating together as a set. This process is to review how the set is operating and any changes which may be needed, rather than to review the content of the presenter’s subject.
Check-out 
At the end of the meeting, each person briefly sums up their next steps and actions they will take before the next meeting. This should be recorded in the meeting notes.
A suitable ending to a set meeting may then be for each member to consider the following questions:
· What did I want?
· What did I get?
· How do I feel?
