Education Council Meeting Guidelines

Council Meetings:

A maximum of one hour per meeting will be devoted to external presentations.

The remainder of the agenda items should begin with a statement of purpose
explaining the role of the briefing for the Council. Some level of Council input
should be expected, whether it be decisional, a request for help, or feedback
about a particular project/issue. Priority will be given to decisional briefings.

A final agenda and materials for the meeting will be posted on the Council’s
secure website (https://secure.oesd.noaa.gov/council/index.html) by noon the
Tuesday before the meeting.

Meeting notes will be sent out for Council review one week after the meeting.
Council members will then have one week to review and submit and edits to Jon
Lilley (jon.lilley@noaa.gov) who will post the notes by the following Friday.

Presentations:

External presenters must have a NOAA ‘handler’. The NOAA handler is
responsible for introducing the presenter, providing the statement of purpose for
the briefing, and informing the Council of the level of action required.

At least a third of the time should be allotted to Q&A and Council feedback/input.
All presentation materials (slides, handouts etc.) should be sent to Jon Lilley by
noon on the Monday before the meeting in order to allow them to be posted

on the Council’'s website by Tuesday morning.

All slides must be numbered and, when speaking, the presenter should ensure
they inform those listening on the phone when they move to a new slide.
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