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Conducting Effective Meetings
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INSTRUCTOR GUIDE

	BEFORE THE SESSION

	PROGRAM BACKGROUND

As an association of volunteers, our opportunities to meet, discuss, and plan are an important part of our success.  Most clubs meet at least twice a month, if not once a week.  Yet lengthy and boring meetings is one of the top three reasons people discontinue their membership with Lions.  

As future leaders, participants will need to know how to conduct effective meetings to retain members and to keep them involved and motivated.  

During this session, participants will discuss the phases of meeting management, the components of a good meeting, and the techniques necessary to manage participant behavior.

Pre-assignment:  Participants were asked to use a Meeting Evaluation form to conduct a meeting evaluation with several members of their club prior to attending the institute.  The meeting evaluation helps participants understand some of their club’s strengths and weaknesses and provides the basis for group discussion.

SESSION MATERIALS 
· PowerPoint Slides 

· Slide 1:  Session Objectives

· Slide 2:  Reasons Why New Members Drop Out

· Slide 3:  Phases of Meeting Management

· Slides 4-5:  Preparation

· Slide 6:  Components of Good Meetings

· Slide 7:  Information

· Slide 8:  Discussion/Decision

· Slide 9:  Recognition

· Slide 10:  Categories of Participation

· Slides 11-19:  Behavior Management Suggestions

· Slide 20:  Meeting Follow Up

· Slide 21:  Session Objectives

· Slide 22:  Quote

AUDIO VISUAL REQUIREMENTS

· Flipchart with markers

· Projector with screen




	METHOD ICONS
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Lecture/Explain


	Participant Centered Activity
	Slide
	Flipchart or Poster
	Participant Manual or Handout
	


	SESSION TIMELINE (Suggested)

	SECTION
	TIME

(In minutes)
	METHOD
	MATERIALS

	Introduction
	30
	Presentation: Meeting Overview

Activity: Meeting Evaluation Pre-assignment

Presentation:  Effects of Good and Bad Meetings


	Slide 1: Session Objectives

Pre-assignment

Slide 2: Reasons Why New Members Drop Out



	Module 1:  Meeting Preparation
	20
	Presentation:  Phases 

Presentation/Discussion: Meeting Preparation Checklist


	Slide 3: Phases of Meeting Management

Participant Manual

Slide 4-5: Preparation



	Module 2:  Meeting Facilitation
	50
	Presentation:  Three Components of a Good Meeting

Activity:  Facilitation Skills

Discussion:  Managing Participation

Activity: Participant Behavior Exercise


	Slide 6:  Three Components of a Good Meeting

Slide 7:  Information

Slide 8:  Discussion/Decision

Slide 9:  Recognition

Slide 10:  Categories of Participation

Participant Manual

Slides 11-19:  Behavior Management Suggestions



	Module 3:  Follow Up
	8
	Presentation:  Meeting Follow Up


	Slide 20:  Meeting Follow Up

Participant Manual

	Conclusion
	2
	Optional Activity:  Leading a Lions Meeting
	Slide 21:  Session Objectives

Slide 22:  Quote



	TOTAL TIME
	120
	
	


	INTRODUCTION

	APPROX TIME
	METHOD
	CONTENT

	Total Time:

40 minutes
	
	

	10 minutes [image: image14.wmf]
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Slide 1


	Leader Note:  In Module 2 of the session you are asked to act out some of the participant behaviors that require attention on the part of a meeting facilitator.  These behaviors are explained on page 6 of the Participant Manual.  You may choose to do this yourself at the appropriate time, or you may ask for two or three participants to look at the list of behaviors ahead of time and act them out when prompted to do so.

PRESENTATION: Meeting Overview

1. Start the session as if you were opening a typical Lions Clubs meeting in your culture.  (This might mean tapping a glass with water in it.) 
2. Explain to the participants that conducting effective meetings requires a lot of preparation and hard work.
3. Share a story of a time when you were at a meeting that was NOT effective.  Include the following points:
· The effect the meeting had on the motivation and morale of the members

· The outcome of the meeting

· The potential for successful meetings in the future

· The level of trust by participants in the leader

4. Ask participants if they have ever experienced a meeting like this.
5. Inform participants that the remaining time in this session will be devoted to preventing these kinds of catastrophes from occurring and ensuring that your meetings are effective and worthwhile.
6. Display Slide 1:  Session Objectives
By the end of this session, you will be able to

· Recognize the phases of good meeting management

· Identify the components of effective meeting facilitation

· Manage participant behavior

· Implement meeting follow up to ensure meeting effectiveness 


	15 Minutes
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	ACTIVITY: Meeting Evaluation Pre-assignment 

Leader Note:  Participants were provided with a Meeting Evaluation Form as a pre-assignment and were asked to complete the form as it relates to their own club meetings.

1. State that we will now take a look at the current state of our club meetings and see if we find any successful practices and opportunities for improvement that we may have in common.
2. Refer participants to the pre-assignment for an analysis of the meeting evaluations.

3. Ask selected participants to share their highest and lowest rated responses to the questions on the evaluation.

4. Note the highest and lowest evaluations on a flipchart and look for patterns that show common areas of strength and weakness.

5. Indicate the areas that need attention and state that we hope this session will be of some help to the participants in improving their club meetings in these areas



	5 minutes
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Slide 2
	PRESENTATION: Effects of Good and Bad Meetings

1. Explain that the activity obviously showed us that there are a number of things we do very well, and there are some things we need to improve.  

Many people will tell you that meetings are a waste of time and wonder why we would even bother trying to improve them?  

In fact, meetings are an important part of our association.  They provide us with a forum for sharing our ideas, making plans, and monitoring the success of our service to the community.

2. Ask:  “What are some of the benefits to individuals and to clubs when the club conducts interesting and effective meetings?”  Responses may include:

· Keeps members motivated

· Makes members feel involved in decision-making

· Keeps the club running smoothly

· Generates new ideas and plans

· Keeps the club running smoothly

· Provides avenue of communication

· Keeps the club healthy

· Attracts guests as potential new members

3. Display Slide 2:  Reasons Why New Members Drop Out
4. State that research has shown that, of those members who drop out, 50% do so within the first three years of membership.  One of the three main causes for dropping out is lengthy and boring meetings.  (The other two are club politics and lack of meaningful involvement.)  This means that good meetings are extremely important to the future of Lionism.

5. Transition to the next module by explaining that the first things we should consider are the basic components of an effective meeting.




	MODULE 1:  Meeting Preparation

	APPROX TIME
	METHOD
	CONTENT

	Total Time:

20 minutes
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5 Minutes
	Slide 3


	PRESENTATION:  Phases
1. Explain that Lions club meetings can be thought of as an opportunity to share ideas, to carry out the planning and decision-making that keeps the club running, and to enjoy the company of our fellow members...or, it can be a few hours of boredom, disagreement, and dissension.  

There are several things that you can do, when you are put in the position of meeting chair or leader that can go a long way toward making sure the meeting is a worthwhile and enjoyable experience.

2. Display Slide 3:  Phases of Meeting Management
· Preparation

· Facilitation

· Follow Up

3. State that we will now take a short look at some of the things we can do to make sure preparation for a meeting is complete.
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Slides 4 & 5
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	PRESENTATION/DISCUSSION:  Meeting Preparation Checklist

1. Refer participants to the Preparation Checklist on page 1 in the Participant Manual.

2. Display Slides 4 & 5:  Preparation
3. State that this preparation checklist is useful not only for club meetings, but for any committee or project meeting where Lions get together to plan and share.

4. Explain that people will notice when meetings are not well prepared more often than they will notice when preparation has been thorough.  Some things that “give away” inadequate preparation are:

· Recurring agenda items that never get resolved

· Continual “emergency” items that need immediate action, sometimes without adequate discussion

· Emotionally charged meetings that leave participants angry or upset

· Confusing information presentation

· Asking for reports without prior notification

5. State that these situations can be avoided.  There are some important things that need to be accomplished before a meeting that will make the meeting more productive and make your facilitation easier:  Let’s take a look at some of them:
6. Explain:  As you begin to prepare, the first thing you will need to do is determine what needs to take place at your club meeting…your objectives or desired results.

7. Ask:  “How will you determine your meeting objectives?”  Responses may include:

· Look at the minutes of the last meeting for action items

· Talk to club officers and committee chairpersons

· Ask members to submit agenda items for the meeting

8. Ask:  “After you have gathered a list of items, what should you do next?”  Responses may include:

· Prioritize suggested items

· Prepare an agenda 

· Determine participants and roles

9. State that the agenda is the most critical part of your meeting preparation.  It is the roadmap that will guide you and the club through the meeting.  The key things to remember in developing an agenda are:

· Develop the agenda with input from others

· Organize the agenda with approximate times and with responsibilities

· Distribute the agenda several days to a week before the meeting and include any related information that may be discussed during the meeting
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10. [image: image30.wmf][image: image31.wmf]Refer participants to the sample agenda on page 2 of the Participant Manual.

11. State that this is only a sample of one way to organize an agenda.  There is no right or wrong way to go about it.

12. Ask if there are any other important elements of a good agenda that might be added.  Responses will vary.

13. Transition to the next module by stating that the next component of an effective meeting is the way in which the meeting is facilitated.




	MODULE 2:  Meeting Facilitation

	APPROX TIME
	METHOD
	CONTENT

	Total Time:

60 minutes
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[image: image35.png]



Slide 8
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Slide 9


	PRESENTATION:  Three Components of a Good Meeting
1. Explain that there are different types of events, or components, that belong in a meeting.  Not every meeting has all of them, but if your club has regular meetings they should contain these three elements frequently.  Each component has some different qualities than the others and requires some different skills to be successful.  Let’s look at the three components.

2. Display Slide 6:  Three Components of Good Meetings  
· Inform

· Discuss/Decide

· Recognize

3. Display Slide 7:  Information
4. Explain:  One component of a meeting is the opportunity to inform the audience of committee progress, important dates, or new projects that may need explanation or clarification.  
But remember, it is a waste of time to recite purely factual information that would be better circulated as a handout or email.

Many meetings become boring when too much time is spent reciting things that most members already know, or could have known if you had sent them an email, put it in a newsletter, or posted the information on a club website.
5. Display Slide 8:  Discussion/Decision
6. Explain:  The second component, Discussion and Decision covers all items that require something new to be considered and/or decided on, such as a new project or strategy, or a new approach to gaining and retaining members.  Discussion means a sharing of ideas; where several meeting management skills must be used to ensure that all members are given time to express themselves within the meeting’s time constraints. 

Decision means arriving at solutions in a way that allows for participation in the process by all who choose to participate.

This component includes both “What do we do?” and “How do we do it?”  Key to the success of this component is making sure that people have had time to think about the discussion, to come up with their own solutions, and to share their ideas with the group.  The meeting chair must also keep in mind the framework and organizational structure, and the rules, routines, and procedures that are in place to make club decisions.

7. Display Slide 9:  Recognition
8. Explain:  Often missing from meetings, but critical to member motivation, and to overall club success is the component of recognition.  Time should be allotted at the meeting to acknowledge guests, new members, and most importantly to acknowledge the efforts and achievements of members and supporters who have contributed to the club and the community.  Depending on the situation, it can be a simple “thank you” or a formal ceremony.  The important thing is not overlooking the need for public recognition.

Leader Note:  You may wish to alert participants to the two LCI publications that serve as useful recognition tools:

· The Art of Recognition (LDSP 03), which is available for purchase from Club Supplies.  It covers the concepts of formal and informal recognition, and it offers many ideas and suggestions for recognizing the efforts of Lions

· The Guide to Awards and Recognition (IAD 302), which is available for purchase from Club Supplies and is also downloadable on the LCI website.  It lists all of the formal awards sponsored by LCI as well as the criteria and procedures for obtaining the awards



	30 minutes
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	ACTIVITY:  Facilitation Skills

1. State that each of the meeting components mentioned requires some facilitation techniques and skills and some careful thought and planning to make sure that the portion of the meeting produces the best result.

2. Ask participants to form groups of six to eight for a short activity concerning facilitation skills.  Assign each group one of the three components of a good meeting.  (You may assign a component to more than one group as needed.)

3. Refer participants to the checklist of items on pages 3-5 of the Participant Manual.

4. Explain the activity: 
· Take just a few minutes to think about your assigned component: 

· Review the checklist of items for your component in the Participant Manual, and select 2 or 3 that you feel are most important (or determine items other than those listed that you feel are as important or more important for the success of the meeting)

· Briefly discuss the specific skills that you feel a meeting chairperson would need to use to make this portion of the meeting effective and meaningful

· Be prepared to share your discussion with the entire group when called upon

5. Debrief the activity by asking for one person in each group to report on the skills and techniques they believe the meeting leader should utilize to optimize this portion of the meeting. 

Leader Note:  During several of the presentations, act out one or more of the participant behaviors on page 6 of the Participant Manual, or ask the participants you appointed at the beginning of the session to do so.  (Don’t be too obvious that you are creating a situation that may require the presenter to “control” your behavior.)

6. Transition to a discussion of managing participation by asking the presenters if they noticed anything out of the ordinary from you or any other participants during their presentations.  State that we will address the topic of managing participation now.



	5 minutes
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Slide 10


	DISCUSSION:  Managing Participation

1. Explain that in an ideal world, each individual would be allowed to express himself or herself (or choose not to express themselves) whenever and however they wished.  Our concern for the group and the effectiveness of the meeting does not permit this, even though we must respect each person’s individual style.  This brings us to the topic of managing participation.

2. Display Slide 10: Categories of Participation

3. State that we can categorize all participants in a meeting into one of four general areas:

· Under participation

· Over participation

· Distracting participation

· Effective participation

4. Explain that we would hope that all participants at our meetings would fall into the “effective participation” category, but that is not always the case.  Fortunately, there are some techniques that we can use that may contribute to more effective participation.  



	15 minutes
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Slides 11-19


	ACTIVITY:  Participant Behavior Exercise

1. State that our final activity in this session will be to share some ideas on how, as a meeting facilitator, we might best manage the negative behaviors of participants, those that can limit the effectiveness of our meetings.

2. Ask group members to count off from 1 to 9, and to remember their number.

3. Group the participants by number. (Participants who are #1 are a group, #2 are another group, etc.)

4. Refer participants to the Participant Behavior Exercise on page 6 of the Participant Manual, and direct each group to take a few minutes to:

· Read the behavior description that corresponds to your group number

· Discuss ways you might manage the behavior of this person if you were facilitating a meeting

· Be prepared to share your ideas with the entire group

5. Debrief: (Display Slides 11-19 as each group presents)
· Allow each group to share its behavior solutions

· Include the solutions below and on the corresponding slides as additional suggestions

· Encourage others to share ideas

· Encourage all participants to note ideas in the spaces provided in the Participant Manual

Leader Note:  Additional suggestions for managing participant behavior:

· Eager Beaver:  Use him/her to summarize.  Ask specific questions of others in the audience.

· Obstinate:  Ask other members to comment on his/her issues.  They may help eliminate the obstacle.  Offer to discuss issues later.

· Dampener:  Ask him/her for solutions or better ways for each negative response.

· Argumentative:  Sometimes issues are personal ones.  Find areas of agreement and bring in the opinions of others.

· Inarticulate:  Paraphrase for clarity.  Don’t correct.

· Side conversationalist:  Call on him/her frequently for answers and opinions on recently made points.

· Rambler:  Suggest he/she summarize main points.  Remind group to stay on track.  

· Silent:  Ask directed questions.  Compliment him/her when there is some involvement.

· Inattentive:  Don’t embarrass, but ask for an opinion or thought periodically.

6. Transition to Module 3 by reminding participants that their work as meeting facilitator is not complete when the meeting is adjourned.  There is still follow up to do.




	MODULE 3:  Meeting Follow Up

	APPROX TIME
	METHOD
	CONTENT

	Total Time:

8 minutes
	
	

	8 minutes
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Slide 20
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	PRESENTATION: Meeting Follow Up

1. State that we will conclude our discussion of meeting management by pointing out the important post-meeting actions that will help us make sure the meeting was indeed successful.

2. Refer participants to the Meeting Follow Up Checklist on page 7 of the Participant Manual.

3. Display Slide 20: Meeting Follow Up
4. Explain:
· It is extremely important, especially when meetings are held in a public place, to restore the room and equipment to its original. condition.  This is only a common sense suggestion to ensure we continue a strong working relationship with our meeting hosts

· Evaluation of every meeting can be a valuable tool as we strive to make our meetings more effective.  Ask each member attending to fill out a meeting evaluation like the one in your manual on page 8.  It will help you make sure the preparation, and facilitation you implemented hit your target.

· Preparing and distributing the minutes of your meeting are a way of summarizing all of the items that were addressed and of making sure that everyone attending is reminded of the decisions made and the actions taken.  Refer participants to a Meeting Minutes sample in their manual on page 9.

· Finally, the meeting probably involved members volunteering for or being appointed to complete specific “action items”.  It is your responsibility to make sure these people are reminded of their commitments and the timelines and deadlines for meeting them.  This can be in the form of an email, letter, or a phone call.  Just don’t forget to contact them soon after the meeting.

5. Transition to the conclusion by asking participants if there are any other post-meeting items that they feel should be mentioned.  




	CONCLUSION

	Time
	Method
	Content

	Total Time:

2 minutes
	
	

	5 minutes (Time not included in total)
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	OPTIONAL ACTIVITY:  Leading a Lions Meeting

1. Encourage participants to apply the skills and techniques we have discussed today when they return to their clubs.

2. Ask participants to use the checklists and other tools provided in the Participant Manual, or to use their own tools, to plan, present, and follow up on a meeting when they return home.  This could be a club meeting (if appropriate) or a project or committee meeting.

3. Encourage participants to use the Meeting Evaluation Worksheet, and to have one or more of the meeting attendees evaluate their performance and discuss the evaluation.
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	PRESENTATION: Wrap Up

1. Display Slide 21: Session Objectives
2. Ask participants if we have met our objectives.

3. Encourage participants to focus on effective meetings as they continue their leadership roles in Lions.

4. Display Slide 22: Quote

“When I die, I hope it’s in a meeting.  The transition from life to 
death will be barely perceptible.”

5. State that, by following these few simple guidelines, no one is likely to ever make this statement about their meetings.




 SLIDES

· Slide 1:  Session Objectives

· Slide 2:  Reasons Why New Members Drop Out

· Slide 3:  Phases of Meeting Management

· Slides 4-5:  Preparation

· Slide 6:  Components of Good Meetings

· Slide 7:  Information

· Slide 8:  Discussion/Decision

· Slide 9:  Recognition

· Slide 10:  Categories of Participation

· Slides 11-19:  Behavior Management Suggestions

· Slide 20:  Meeting Follow Up

· Slide 21:  Session Objectives

· Slide 22:  Quote

[image: image54.png]



[image: image2.png]Meeting Management

Finalize logistics
Create agenda
Communicate
Setup
10.Prepare yourself

RN

L

Components of Good Meetings

= Inform
« Discuss/decide ! fatt

« Recognize

L





[image: image3.png]Information

~ Progress
Important dates
Facts

Discussion/Dec

« Strategies
« Ideas
« Project planring

3
Recognition Categories of Participation
« Under
« Formal © Over
« Informal « Distracting
« Effective

10





[image: image4.png]* Summarize

 Ask others

L

Eager

Obstinate

« Involve others on issues

« Discuss issues later

L

1

12




[image: image5.png]Dampener

Ask for solutions

L

Argumentative

« Find areas of agreement
« Get opinions of others

L

13

14





[image: image6.png]Inarticulate

« Paraphrase

« Don't correct

L

Side Conversationalist

Call on frequently for answers %

and opinions

L

15

16





[image: image7.png]Rambler

PR

&) - Summarize main
y 5 points
« Stay on track
o ihce i

Silent

« Ask directed
questions

@ « Compliment on

o< involvement

L

17

18

Inattentive

« Ask for opinion

« Don't embarrass

L

Meeting Follow Up

« Restore room
« Evaluate meeting
« Prepare minutes
« Contact on action items

L

19

20





[image: image8.png]Session Objectives

“When I die, I hope it’s in a meeting.
The transition from ife to death will be

« Recognize phases
« Identify comporents
» Manage participant behavior barely perceptible.”

« Implement follow p

L L

21 22







p. 3-5





� EMBED MS_ClipArt_Gallery  ���





� EMBED MS_ClipArt_Gallery  ���








� EMBED MS_ClipArt_Gallery  ���





� EMBED MS_ClipArt_Gallery  ���





� EMBED MS_ClipArt_Gallery  ���





Pre-assignment





� EMBED MS_ClipArt_Gallery  ���





� EMBED MS_ClipArt_Gallery.5  ���





� EMBED MS_ClipArt_Gallery.5  ���





� EMBED MS_ClipArt_Gallery  ���








� EMBED MS_ClipArt_Gallery  ���








� EMBED MS_ClipArt_Gallery  ���





PG 3





� EMBED MS_ClipArt_Gallery  ���





pg 2





� EMBED MS_ClipArt_Gallery  ���





� EMBED MS_ClipArt_Gallery  ���





� EMBED MS_ClipArt_Gallery  ���





� EMBED MS_ClipArt_Gallery  ���





� EMBED MS_ClipArt_Gallery  ���





� EMBED MS_ClipArt_Gallery  ���





� EMBED MS_ClipArt_Gallery  ���





� EMBED MS_ClipArt_Gallery  ���





� EMBED MS_ClipArt_Gallery  ���





� EMBED MS_ClipArt_Gallery  ���








� EMBED MS_ClipArt_Gallery  ���





� EMBED MS_ClipArt_Gallery  ���





� EMBED MS_ClipArt_Gallery  ���





� EMBED MS_ClipArt_Gallery  ���





� EMBED MS_ClipArt_Gallery  ���





� EMBED MS_ClipArt_Gallery  ���





� EMBED MS_ClipArt_Gallery  ���





pg 1





� EMBED MS_ClipArt_Gallery  ���





� EMBED MS_ClipArt_Gallery  ���





� EMBED MS_ClipArt_Gallery  ���








� EMBED MS_ClipArt_Gallery  ���





� EMBED MS_ClipArt_Gallery  ���





p. 6





� EMBED MS_ClipArt_Gallery  ���





p. 7





� EMBED MS_ClipArt_Gallery  ���





p. 8-9





� EMBED MS_ClipArt_Gallery  ���





� EMBED MS_ClipArt_Gallery  ���





� EMBED MS_ClipArt_Gallery  ���








_1184656895

_1184658846

_1184659241

_1184659576

_1184659617

_1184659628

_1184659257

_1184658936

_1184659050

_1184658221

_1184658248

_1184658834

_1184658116

_1184656665

_1029915993

_1029916015

_1029908217

_1029908176

_1029907807

