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Conducting Effective Meetings
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PARTICIPANT MANUAL

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 
Meeting Preparation Checklist

	Step
	Notes
	Complete

(()

	1.  Determine tasks and desired outcomes


	
	

	2.  Determine actions to meet outcomes


	
	

	3.  List agenda items & responsibilities


	Agenda item


	Person responsible
	

	4.  List invited guests 
	
	

	5.  Set timeframe
	Date confirmed:

Start time:                          End time:


	

	6.  Finalize logistics

    (as needed)


	Location and room:

Materials:

Equipment:

Food and beverage:


	

	7.  Create agenda
	(See sample agenda)


	

	8.  Communicate with    members and speakers
	Agenda and supporting materials sent?

Speakers prepared?


	

	9.  Set up room
	Check seating:

Put out materials:

Check equipment functioning:

Check lighting, heating/air-conditioning, etc.


	

	10.  Prepare yourself
	(This final step is the MOST important!  Even if other things go wrong, your meeting will be successful if YOU are prepared!)

Organize materials 

Sequence speaking notes

Think positive thoughts


	


Sample Meeting Agenda

A typical meeting agenda may include the following:

	Item
	Details
	Approximate time

	Call to order by president
	
	7:00 pm



	Introduction of guests
	Past District Governor Lee

Mayor Armstrong

Mrs. Pierce from local high school


	7:05 pm

	Reading and approval of minutes of previous meeting


	
	7:10 pm

	Program
	Guest Speaker:  Mrs. Pierce discussing possibility of Leo club at local school and describing existing service projects of students


	7:15 pm

	Old or unfinished business


	Continue discussion of project for elderly

Report on results of fund raiser

Report on activities of membership committee


	7:30 pm

	New business
	Discussion of potential Leo club

Other


	7:50 pm

	Recognition
	Recognize efforts of fund raiser chairperson and committee


	8:25 pm

	Adjournment
	Announcement of next meeting time/place


	8:30 pm




(guest speaker, entertainment, etc.), may either precede or follow the

business portion

Facilitation Skills Checklist:  Inform

	Make sure that audience has all the material they need to understand each agenda item.


	(

	Organize your thoughts for clear presentation.


	(

	Read through your presentation before the meeting or practice it with another person.


	(

	Be brief and to the point.


	(

	Avoid unnecessary information.


	(

	Allow people to ask questions or make observations, but table lengthy discussions to a more appropriate time.


	(

	Employ good presentation skills:

Eyes

· Maintain eye contact

· Do not read from notes

Voice

· Vary tone

· Pause frequently

· Use appropriate volume an pace

Body movement

· Use hands/body naturally

· Balance stance

· Vary gestures

· Do not “fidget” with pens, pointers, or other objects

Language

· Use appropriate vocabulary level for audience

· Define new or technical terms

· Avoid “jargon” and confusing figures of speech  


	(

	Other:


	

	Other:


	

	Other:


	


Facilitation Skills Checklist:  Discuss/Decide

	Distribute any materials that the audience may need to review.


	(

	Invite participation.


	(

	Set discussion rules for time and enforce them.


	

	Clearly state “what” it is the group is to decide.


	(

	Make sure that all of the facts of the topic are clearly understood. 


	(

	Allow all points of view to be presented, but keep the discussion focused.


	(

	Remain non-judgmental.


	(

	When the discussion gets off track, remind people of the focus and table anything that can be handled at a different time.


	(

	Use standard meeting procedures, such as Roberts Rules of Order.


	(

	Employ the following discussion facilitation skills:

· Active listening (Paraphrase and summarize frequently)

· Ability to involve participants

· Ability to manage participant behavior

· Tact and diplomacy


	(

	Other:


	

	Other:


	

	Other:


	


Facilitation Skills Checklist:  Recognize

	Prepare well in advance. 


	(

	Assess recent projects and achievements. 


	(

	Discuss recognition with club and committee leaders


	(

	Get to know members and the things they enjoy to provide appropriate recognition. 


	(

	Review LCI formal recognition programs frequently to determine eligibility for formal awards. 


	(

	Provide recognition that is appropriate and meaningful to the recipient. 


	(

	Make the recognition specific and timely.


	(

	Set aside a special portion of time during the meeting specifically for member recognition. 


	(

	Be SINCERE!


	(

	Other:


	

	Other:


	

	Other:


	


Participant Behavior Exercise

The best meetings are those where participants are actively involved, share ideas, and reach decisions together.  As a meeting facilitator, you will find that often those attending your meeting exhibit behavior that impedes this free flow of communication, and you will have to find ways to channel these behaviors to keep the meeting going smoothly.

Consider the behavior assigned to your group, and discuss solutions you might have to correct the problem and provide a good meeting atmosphere.

	
	Behavior
	Solution?

	1
	Eager Beaver – Always has to voice an opinion; sometimes keeps others from getting a chance


	

	2
	Obstinate – Gets stuck on an issue and will not let go; disrupts the flow of the meeting


	

	3
	Dampener – Points out the worst in every idea


	

	4
	Argumentative – Challenges every idea


	

	5
	Inarticulate – Uncertain about ideas and/or unable to verbalize opinions


	

	6
	Side Conversationalist – talks with others to the distraction of the audience


	

	7
	Rambler – Goes on and on and on…..


	

	8
	Silent – Does not contribute ideas or opinions


	

	9
	Inattentive – Is there in body only


	


Meeting Follow Up Checklist

	Step
	Notes
	Complete

(()

	1.  Logistics

Problems

Next meeting


	
	

	2.  Evaluation for improving future meetings


	
	

	3.  Meeting minutes


	
	

	4.  Follow up on action items


	Responsibility
	Person(s) responsible


	


Meeting Evaluation Worksheet

Please indicate how well each statement describes the meeting you just attended by checking (() the box that best applies.

	
	Yes


	No


	Does not apply

	1. I received a copy of the agenda prior to the meeting and had enough time/information to prepare for the meeting.
	
	
	

	2. Our meeting started and ended on time.
	
	
	

	3. The goal of the meeting was clearly explained.
	
	
	

	4. Expectations (ground rules) for the meeting were established and upheld by the group.
	
	
	

	5. The meeting leader followed the agenda.
	
	
	

	6. Our meeting involved discussion and decision-making as well as presenting information.
	
	
	

	7. My participation contributed to the outcomes of the meeting.
	
	
	

	8. Decisions, action items, and required follow up were explicit and clear.
	
	
	

	9. Our meeting adhered to specified time requirements.
	
	
	

	10. Conflicts were openly expressed and effectively managed.
	
	
	

	11. New members and guests were greeted warmly and made to feel welcome.
	
	
	

	12. Speakers were given enough time to complete their presentations.
	
	
	

	13. Recognition was a part of our meeting.
	
	
	

	14. Our meeting was time well-spent.
	
	
	

	15. I enjoyed attending our meeting.
	
	
	


Sample Format:  Meeting Minutes

Date: 





      Attendees: 





Start Time: 












End Time: 












Main Purpose












of Meeting: 












Old business:  discussions, decisions
1

2

3

4

New business:  discussions, action items (with responsibility)
1

2

3

4

Speaker/Program Description

Recognition:

Next Meeting Date: 



Time: 



Location: 


Items for Next Agenda: 




































Recorder: 



















