TIPS FOR EFFECTIVE MEETINGS

GETTING STARTED
1. If possible, post meeting dates on your organization’s calendar and newsletter. 
2. Give members a reminder call & email one of two days before the meeting.

3. Send out an early agenda by mail or email, or let project team members pick it up at the office in a mailbox designated for the committee.

4. State when meetings will begin and end, and stick to the schedule.

5. Meetings should never exceed 90 minutes.  Even if members are willing to go longer, stick with this rule to avoid creating a negative affect towards future meetings in the minds of members.

6. Strive to “annotate” agenda items with brief explanatory notes—stress “why” more than “what.”  

7. Use email or the box drop-off system to get member reactions on “controversial” agenda items before the meeting, which enables gives committee members the big picture at the start of the meeting and helps the presiding leader know where to focus the discussion.

8. Always provide some sort of snack (both healthy and unhealthy is possible) at each meeting.

9. Schedule 15 minutes of social time at the end of the meeting for those who would like to stay.

TIPS FOR DEALING WITH THE MINUTES OF TEAM MEETINGS
1. Prepare and distribute minutes to members as soon as possible after the meeting.
2. Write minutes in an informal, conversational style. Stress what was accomplished at the previous meeting more than what was discussed.  Write the minutes more for those who weren’t at the meeting than for those who were. 
3. Don’t discuss minutes until the end of the meeting in order to get the meeting off to a non-routine start.

4. NEVER spend more than 5 minutes discussing “minutes.”  (See the sample minutes below.)
LEADING THE MEETING FRUITFULLY
1. Stick to the purpose of agenda items but don’t feel bound by the letter of the agenda. Don’t get bogged down with any single item on the agenda—schedule another time to discuss thorny issues.

2. Interject thought-provoking questions:

"Who would benefit from this?”

“What do you think would happen if…?"

“What are the pros and cons of…?"

"What assumptions are we making when we say…"?

3. Solicit the thoughts or comments of quieter team members.

4. Occasionally paraphrase what others say for positive reinforcement and to promote good listening.

5. When someone offers a challenging or potentially controversial comment, ask other team members to state what they heard this person say.  Then ask the one who made the comment if that is what they meant.  Ask for people’s feelings about the matter (to help them vent emotion).

6. Strive to maintain a continuous balance between facts/information shared by team members and their feelings/opinions.  Consciously shift the discussion from one mode to the other as needed:

Facts/information ( Feelings/opinions ( Facts-information (Feelings/opinions(etc.

7. Don't push for a decision if you think an issue hasn't been discussed enough (especially where conflict/controversy are involved), or when you perceive people haven't been very transparent in their comments.  Sometimes it’s best to let people’s thoughts and feelings “simmer” between meetings. 

8. Constantly emphasize how others benefit from the services of your organization. 

9. Always be alert during meetings for the emergence of conflict and recognize the difference between “hot” and “cool” conflict.  Hot conflict is centered in temperamental personality clashes and unresolved interpersonal problems between ministry members.  Cool conflict is rooted in different perspectives about what should be done or how it should be done.

10. Do everything possible before, during, and after each meeting to deliver the “4 IAMs” to program members: I am productive, competent, needed, and appreciated in the work I do.

SAMPLE MINUTES
Minutes of the Joint Venture Meeting, July 23
Members of the Committee

Joyce Anderson: Volunteer coordinator (phone number and mail)

Earle Gibson: Habitat for Humanity liaison and program secretary (phone number and mail)

Larry Morris: Facilities coordinator (phone number and mail)

Pam Thomas: Client services leader (phone number and mail)

Ralph Wilson: Special projects director for Big Brothers & Sisters (phone number and mail)

Purposes and Results of this Meeting

1. To finalize plans for organization wide outreach training in October:  We worked up the first draft of a “Who-What-Why-How” document for the staff and board to review.

2. To assess prospects for a joint venture project with Habitat for Humanity:  We talked to Habitat representatives and made a list of currently available volunteer opportunities that will be distributed to all volunteers next October as part of the joint venture planning process.

3. To discuss the funding request from Big Brothers and Sisters:  We scheduled BB & S representatives to participate in our board meeting on August 5 for a Q and A.  The BB & S volunteer coordinator can’t come that day due to a prior commitment, but she wants to meet with our board at its retreat next month. 
Our next meeting is scheduled for August 20, 6:00-7:30 p.m. in the conference room.  The agenda will be available online or in the office on August 13.

Please contact Pam Thomas (phone number and email address) for further information about this meeting.  She would love to hear from you!
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