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Meeting Management
Session Background

Meetings are an important component of Lionism because they encourage involvement and facilitate communication. They provide the opportunity for Lions to come together and decide how they can best serve their communities while enjoying fellowship with other Lions. If managed correctly, meetings can be a worthwhile and positive experience. 

The second vice district governor can play an important role in meeting management within his/her district in several ways. He/she may be called upon to preside over a cabinet meeting that the district governor and first vice district governor are unable to attend or may play an active part in supporting and encouraging clubs within the district to manage their meetings more effectively.    
Session Objectives

At the end of this session, participants will be able to:

· Recognize the importance of meeting management as a skill for second vice district governors 

· Identify the components of an effective meeting

· Utilize resources and techniques to ensure effective meetings at both the district and club levels

Session Preparation

Preparation Suggestions

· Consider the technical requirements for the session. Test the laptop/computer, the LCD projector and screen, PowerPoint slides, and the wireless mouse/laser pointer, if appropriate. 
· Conduct an inventory of the materials for the session. Utilize the Training Materials Checklist in the Instructor Preparation Guide to check that you have everything you  need for the session.   
· Review all activities that will take place during the session. Have you obtained and organized all materials needed to complete the activities? 
· Review the following LCI Resources (available on the LCI Web site): 

· Lions Learning Center Course: Meeting Management
· “Your Club, Your Way!” brochure
· Review content prior to the start of the session as a final measure of preparation.

Materials
· Instructor Guide

· Participant Guide

· PowerPoint slides
Equipment
· Computer
· LCD projector and screen

· Flipchart and markers

· Wireless mouse/laser pointer (optional)

Action Icons
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Refer to Participant Guide


Session Timeline

	Section
	Overview of Instruction
	Materials

	INTRODUCTION

(5:00)


	Presentation/Discussion: Session Overview

	PowerPoint slides

	MODULE 1:

Components of Effective Meetings

(10:00)

	Presentation: Importance of Effective Meetings

	Participant Guide

Flipchart

	MODULE 2:

Phases of Meeting Management

(25:00)
	Presentation/Discussion: The Three Phases of Effective Meeting Management
Activity: What Would You Do? 


	PowerPoint slides
Participant Guide

Participant Guide

	CONCLUSION

(5:00)


	Presentation: Session Summary
	PowerPoint slides

	Total Time: 45:00


INTRODUCTION
Total Time: 5:00
PRESENTATION/DISCUSSION: Session Overview (5:00)
Welcome participants to the session.
Ask

How many of you have participated in a meeting that you would consider effective?  Raise your hand and encourage participants to do the same. Take note of the number of participants that respond.
How many of you have participated in a meeting that you would consider ineffective? Raise your hand and encourage participants to do the same. Take note of the number of participants that respond.
Show

Display slide 1 and explain that the cartoon illustrates just one of the ways meetings can be ineffective – a lack of follow-up between meetings. 
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State

We have all had similar experiences of ineffective meeting management, whether personally, professionally, or in the Lions environment. We know that ineffective meetings can have a multitude of consequences, including decreased productivity and a lack of interest for those involved.

Ask

So, what does meeting management have to do with second vice district governors?
State

Among the many roles and responsibilities you will perform as a second vice district governor, there are two responsibilities that relate to the topic of meeting management.  
Show

Display slide 2 and review content:
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State

Second vice district governors: 
· May be called upon to preside over a district cabinet meeting in the absence of the district governor and first vice district governor
· Are expected to be able to support and advise clubs on how to run effective meetings should he/she discover during a club visit that meeting management is an issue
This session will focus on developing meeting management skills and will provide the resources you can use if called upon to fulfill either of these responsibilities.  
You may never be called upon to preside over a cabinet meeting as second vice district governor, or you might only visit one club during your term that needs assistance in managing their meetings more effectively. However, learning about effective meeting management will also provide the knowledge you will need as you advance within the district governor team.
Show

Display slide 3 and review session objectives:
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Transition

Our discussion of meeting management will start by identifying why meetings are such an important part of the Lions experience, and what components make a meeting truly effective.
MODULE 1: Components of Effective Meetings

Total Time: 10:00

Presentation/Discussion: Importance of Effective meetings (10:00)
State

Meetings are a significant component of every Lion’s experience.  Effective meetings provide many benefits that enhance members’ experiences while increasing the opportunity for success at every level of the organization.
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Refer participants to page 1 of the Participant Guide and review the benefits of effective meeting management.
Ask
Has anyone observed or experienced other benefits of effective meeting management? Responses will vary.
How do we know what an effective meeting should look like?
Conduct a short group brainstorming session by asking for volunteers to share what they believe are the components of effective meetings. Capture ideas on a flipchart.
A brainstorming session involves groups generating as many ideas relative to the topic as quickly as possible without immediate discussion or evaluation. As the facilitator, it is your responsibility to encourage participants to openly express their ideas and to ensure that judgments of others’ opinions are withheld.
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Refer participants to page 2 of the Participant Guide. 
State

As I capture ideas on the flipchart, make note of these ideas on page 2 of the Participant Guide.

Responses will vary but may include: 
- Good organization
- Starts/ends on time

- Agenda in distributed (and followed)

- Meeting facilitator communicates well

- Everyone has a chance to participate/share ideas

- If there is a conflict, it is effectively managed

- Discussions are focused and productive

- Follow-up occurs between meetings

As a second vice district governor, you may find yourself in situations where some, all, or none of these qualities or components exist. You might be present at a club meeting where an agenda was not distributed, and the facilitator is struggling to manage difficult member behaviors. Or you may find yourself at a cabinet meeting, wondering what time it will end because historically, they never seem to end on time. 

Being able to identify effective meetings will help you recognize when ineffective meetings are being conducted and will help you determine the best solutions for resolving any meeting management issues. 
Transition

One of the important things to remember when you consider effective meetings is that every good meeting can be broken down into specific phases. We will look at those phases now.
MODULE 2: Phases of Effective Meeting Management

Total Time: 25:00

Presentation: The Three Phases of Effective Meeting Management (15:00)
Show
Display slide 4 and explain that effective meeting management begins with understanding and applying three phases: preparation, facilitation, and follow-up.
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Refer participants to page 3 in the Participant Guide.
State

Applying the three phases of meeting management will help to ensure that a meeting is effective, productive, and enjoyable for everyone involved. 

Phase 1, preparation, refers to the arrangements and plans that are made before a meeting to ensure that the meeting itself will be a productive event. The preparation phase should include actions such as: 

· Establishing meeting objectives
· Creating an agenda
· Determining the timeline for the meeting (time set aside for  
  each agenda item)
Doing the proper preparation before a meeting is like building a strong foundation for a house – it will make the rest of the steps involved in meeting management much easier.
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Refer participants to page 4 of the Participant Guide and briefly review the Meeting Preparation Checklist. 

The Meeting Preparation Checklist tool, found on page 4, is an excellent resource for ensuring that all the necessary preparations have been made prior to a meeting taking place.
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Refer participants to page 5 of the Participant Guide and briefly review the Sample Meeting Agenda. 

The Sample Meeting Agenda was created in the context of a district cabinet meeting. This example is very simple, yet it provides a plan for the meeting to ensure that district business is discussed or that issues will be acted upon and/or resolved in a timely format. In short, an agenda can drastically increase the productivity of a meeting at any level (clubs, committees, districts, etc.).

Ask

In your experiences, has anyone noticed other components or items included on a meeting agenda (Lions or otherwise) that contributed to its effectiveness? Responses will vary. 

Ask

Are there any questions about the first phase of meeting management? 
State

Phase 2, facilitation, refers to the actions taken and skills utilized to enable groups to work together more successfully.  Effective facilitation requires the facilitator – whether that person is yourself or someone else – to utilize good presentation, communication, and group management skills.  
Show

Display slide 5 and review the tasks of the facilitator:
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State

In general, the facilitator is responsible for 2 main tasks during a meeting: 
· Providing information to those involved (informing)
· Engaging attendees in the discussion and decision-making process (discuss/decide). 
There is also a third facilitator task – acknowledging the achievements of members (recognize).  
[image: image19.wmf]
Refer participants to page 6 in the Participant Guide and briefly review the Tips for Effective Meeting Facilitation. 

The Tips for Effective Meeting Facilitation applies to the three task areas – inform, discuss/decide, and recognize – and provides useful tips for anyone that finds themselves facilitating a meeting.

The following slides reflect an abbreviated review of the Tips for Effective Meeting Facilitation located in the Participant Guide. Due to the time constraints of this session, it is not expected that you review each item in depth. 

Show

Display slide 6 and review Skills to Help Facilitators INFORM: 
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Show

Display slide 7 and review Skills to Help Facilitators DISCUSS/DECIDE: 
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Display slide 8 and review Skills to Help Facilitators RECOGNIZE: 


[image: image8]
State 
This checklist was designed as a resource and should be used as such. No meeting will ever be exactly the same, but this checklist can help anyone prepare to effectively facilitate a meeting.
Ask

Are there any questions about the second phase of meeting management? 

State

Phase 3 of meeting management, follow-up, refers to the steps taken after the meeting to ensure that issues and action items are addressed before the next meeting.

Refer participants to page 7 of the Participant Guide and briefly review the Meeting Follow-Up Worksheet. 

The Meeting Follow-Up Worksheet on page 7 in the Participant Guide is an excellent tool to ensure follow-up occurs after a meeting, and to increase the productivity and efficiency of the next meeting. While one person may not be responsible for each item on this worksheet, it is important that whoever is managing the meeting understands that these actions should occur. 

Refer participants to page 8 of the Participant Guide and briefly review the Meeting Evaluation. 

The Meeting Evaluation is most often used at the club level, but could also be used at a cabinet meeting, or could even be adapted for a committee meeting. The evaluation is distributed periodically to members to evaluate the current state of meetings and to determine areas for improvement. 
Ask

Are any questions about the third phase of meeting management?

Refer participants back to the bottom of page 3 in the Participant Guide. 

State

In addition to the resources provided in this session, there are other meeting management resources available from LCI: 
· A Meeting Management online course in the Lions Learning Center

· “Your Club, Your Way!” brochure - found on the LCI website

It is important for second vice district governors to be aware of these resources, because you may encounter situations where club officers are interested in a more in-depth study of meeting management, or because you may wish to further your own meeting management skills. 
Transition

We are now going to engage in an activity using our knowledge about effective meetings and the phases of meeting management. 

Activity: What Would You Do? (10:00)

	Activity Directions: 

Divide participants into groups of 2-3. 

Refer participants to page 9 in the Participant Guide. 
Give the following directions: 

· Read each scenario. 

· With your group, discuss what you would do to help resolve the meeting management issue presented in the scenario. 

· Consider the actions you would take, the advice/support you would give, or the resources you would use in each situation. 

· You will have 5 minutes to complete the activity. 

Begin the activity. 

Call time after 5 minutes. 

Review each of the scenarios and invite participants to share their ideas. Use the information below to assist in the discussion of each scenario: 

· Scenario #1: 

What would you do to support this club president? Answers will vary but should include: provide the club president with a sample agenda and suggest that he utilize the document to create an agenda for the next club meeting; provide the club president with a copy of the Meeting Preparation Checklist and explain the importance of meeting preparation to the overall success and productivity of the meetings. 
· Scenario #2: 

What would you do to get ready for the meeting? Answers will vary but should include: Utilize the meeting preparation checklist to ensure all preparations have been made; create an agenda for the meeting if one does not already exist; review the facilitation skills checklist.
· Scenario #3:

What advice and support would you give to these club officers? Answers will vary but should include: provide club officers with a copy of Tips for Effective Meeting Facilitation and review ways to ensure active and efficient discussions; refer the club officers to the LLC Meeting Management online course. 
· Scenario #4: 

What would you do to help resolve this issue? Answers will vary but should include: provide the district governor with a copy of the Meeting Follow-Up Worksheet and discuss ways to ensure action items and issues are addressed between meetings.


Ask
Are there any questions about the activity? 
Transition
Even though these scenarios are fictional, they demonstrate ways that you, as the second vice district governor, can use your skills and techniques of meeting management to ensure effective meetings at both the district and club levels.
Transition to the conclusion.
CONCLUSION

Total Time: 5:00

Presentation: Session Summary (5:00)
Show

Display slide 9 and review session objectives: 
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Ask

Have we met our objectives for this session? 

State

No two meetings will ever be the same. By following some simple guidelines and utilizing proven techniques to ensure effective meeting management, district, club, member, and community needs will be successfully addressed. 

Conclude the session.
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