
Ground rules
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	Turn mobile phones off. 
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	Keep to the agenda.

Finish on time.

Give everybody time to express their views.
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	One person to speak at a time.
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	Speak slowly. Use simple language.
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	Raise hand if you do not understand.
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	Listen and respect the views of other people.
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	Keep confidential information in room.
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	Have fun. 
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