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EFFECTIVE COMMITTEE MEETINGS 
Preparing for the Meeting 
Determine the need for the meeting.  Ask yourself:

· Is the meeting being called to exchange information, solve problems, or discuss viewpoints?  If the meeting is only to distribute information, mail it, don't meet.

· Can one-on-one or one-on-two conversations accomplish what needs to be done or is a larger group necessary?

Ensure there is a clear task and goal (both for individual meeting and overall committee)

· Establish measurements that will define success.

· Limit number of tasks and issues to only those necessary to accomplish the goal(s).

· Establish a clear, detailed agenda, with times for each item on the agenda.  The agenda should not simply look like a list of topics for discussion. Structure the discussion in stages so that you don't flip from topic to topic.
· Send the agenda and appropriate background material out in advance.

· Prepare and do the required homework in advance.

Conducting the meeting
· Start on time. (Include pre meeting network time on the agenda to allow for conversations).
· Assign tasks/responsibilities for the meeting (timekeeper, scribe, etc.)

· Set the ground rules.

· Review the agenda and ask if there is an issue(s) that needs to be added.

· Follow the agenda.  

· Summarize and record all decisions and action items.
· Review action items and clarify tasks.

· Set the agenda for the next meeting (if another meeting is required).

· End the meeting on time

· The meeting should be well planned and businesslike, but conducted in an atmosphere of warmth, informality and mature good humour.

· People making reports should be alternated as much as possible and each should be given a specific time for presentation.

· Planned attention should be given to maximizing the involvement of all board members in discussion, review and decision making activities.

Evaluating the Committee
It is important to take the time to regularly evaluate the committee and ensure all the committee members feel the same as the chair about the effectiveness. 

Gather feedback either through adding evaluation to a meeting agenda, one on one phone calls or meetings with each committee member or a quick survey for everyone to fill out. 

Some questions to consider asking:

· Overall how do you feel the committee is working?

· What is helping move us closer to our goals?

· What is holding us back from the goals?

· How can we, as a group, improve for our next meeting?

· Is being on the committee meeting your expectations?

· Is there anything the chair can personally do to improve upcoming meetings or the overall committee effectiveness?

Incorporate improvements from the group discussion and your personal evaluation into the next meeting.  

OTHER TIPS FOR SUCCESS
Setting

· The setting must be comfortable and conducive to productive work.

· Seating should encourage maximum participation.  A large, round table, "hollow square" or circular seating in which members are facing the center encourages involvement of all
Agenda

· To start on time, set the agenda with coffee/refreshments 15 minutes prior to the meeting start time.  This way people can socialize without interfering with the meeting timing.  Note it on the agenda.
· Share the agenda (including supporting documents) ahead of time and ensure there are copies at the meeting. This helps everyone stay focused on topic.
· The agenda should always contain something of true significance - an important item that needs attention. If at least one such item is not on the agenda, the meeting should be cancelled. 
· Patterns and procedures of regular meetings should be reduced to routine as far as possible so that repetitive decisions do not have to be made.  Such items as meeting time, place, frequency, some rules of practice, etc. should be regularized.
· An "RSVP" system should be understood amongst members. Chairs can follow up with missing RSVP’s a few days ahead to ensure attendance numbers will be adequate. 


