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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 an effective way to get things done. 

The second vice district governor can play an important role in meeting management within his/her district. He/she may not only be called upon to preside over a cabinet meeting that the district governor and first vice district governor are unable to attend, but he/she can also 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 a second vice district governors 

· Identify the components of an effective meeting

· Utilize resources and techniques to ensure effective meetings at the district and club levels
Benefits of Effective Meeting Management
Effective meetings:

· Aid in member retention

· Increase member engagement and involvement

· Provide an avenue for communication

· Maintain member motivation
· Provide the opportunity for new ideas to be generated

· Increase the productivity and success of the clubs/district

· May encourage guests to become new members

Components of Effective Meetings

Notes
Phases of Meeting Management








Other Meeting Management Resources: 

Lions Learning Center Online Course: Meeting Management
“Your Club, Your Way!” – found on the LCE website
Meeting Preparation Checklist

	Step
	Notes
	Complete (()

	1.  Determine tasks 
     and desired outcomes


	
	

	2.  Determine actions

     to meet outcomes


	
	

	3.  List agenda items

     and 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 on next page)


	

	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

	District 1X Cabinet Meeting

August 15, 2023

	Item
	Details
	Approximate time

	Call to order by district governor
	
	7:00 pm



	Introduction of guests
	Past District Governor Smith
Jill Lewis, Regional Parks and Recreation Supervisor
	7:05 pm

	Reading and approval of minutes of previous meeting


	Cabinet Secretary Joe Brown
	7:10 pm

	Program
	Guest Speaker:  Ms. Lewis discusses the need for a coordinated park clean-up project in parks within the southeastern region of the district. Would like to propose a partnership with Lions clubs in the district to coordinate the service project. 

	7:15 pm

	Old or unfinished business


	Continue discussion of ways to promote leadership development initiatives
Report on LCIF fundraising efforts in the district
Report on activities of district GAT

	7:30 pm

	New business
	Discussion of district-wide park clean-up service project

	7:50 pm

	Adjournment
	Announcement of next meeting time/place


	8:30 pm




Tips for Effective Meeting Facilitation

	INFORM
	(

	Organize your thoughts and notes in advance to ensure a clear presentation of information
	

	Be brief and avoid unnecessary information
	

	Allow people to make observations, but table lengthy discussion to a more appropriate time. 
	

	Employ good presentation skills:

Eyes

· Maintain eye contact

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  

Voice

· Vary tone

· Pause frequently

· Use appropriate volume and pace
	

	DISCUSS/DECIDE
	(

	Invite participation
	

	Set discussion rules and enforce them  
	

	Cleary state ‘what’ the group will discuss/decide
	

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

	Remain non-judgmental
	

	Use standard meeting procedures, such as Roberts Rules of Order
	

	Employ active listening techniques (paraphrasing and summarizing key ideas)
	

	Effectively manage participant behaviors
	

	RECOGNIZE
	(

	Assess recent projects and achievements
	

	Discuss recognition with club and committee leaders
	

	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!
	


Meeting Follow-Up Worksheet

	Step 1: Meeting Minutes

· Who will prepare and distribute the meeting minutes? 

· Is there information to be sent to meeting participants before the next meeting? 

Notes: 



	Step 2: Evaluation 

· What went well? What could have gone better? What can be done to improve future meetings? 

· Review Meeting Evaluation (if applicable)
Notes: 



	Step 3: Follow-Up on Action Items

· List the action items

· Record who is responsible for addressing/following up on action items identified. Does a reminder email need to be sent to ensure follow-up? 
Notes: 


	Step 4: Miscellaneous

· Logistics (Has the meeting site been returned to its original condition? Has equipment - projector, DVD player, etc. - been returned?) 
· Other: 

Notes: 




Meeting Evaluation

Indicate how well each statement describes the meeting you recently attended by checking (() the box that best applies.

	
	Never

1
	Sometimes

2
	Often 

3
	Always

4

	1. I receive a copy of the agenda prior to meetings and have enough time/information to prepare for the meeting.
	
	
	
	

	2. Our meetings start and end on time.
	
	
	
	

	3. The goals of each meeting are clearly explained.
	
	
	
	

	4. Expectations (ground rules) for meetings are established and upheld by the group.
	
	
	
	

	5. The meeting leader follows the agenda.
	
	
	
	

	6. Our meetings involve discussion and decision-making as well as presenting information.
	
	
	
	

	7. My participation contributes to the outcomes of the meetings.
	
	
	
	

	8. Decisions and action items are explicit and clear.
	
	
	
	

	9. Our meetings adhere to specified time requirements.
	
	
	
	

	10. Conflicts are openly expressed and effectively managed.
	
	
	
	

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

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

	13. Recognition is a regular part of our meetings.
	
	
	
	

	14. Meetings are time well-spent.
	
	
	
	

	15. I like attending meetings.
	
	
	
	


What Would You Do?

Directions: 
· Read each scenario below.

· 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/recommend in each situation. 

· You will have 5 minutes to complete the activity. 

Scenario #1: When you arrived at a recent club visit, you asked the club president if you could have a copy of the agenda. He responded that they don’t really use agendas. It was not long before you discovered that a lack of an agenda wasn’t the only thing missing from this meeting – as members arrived, they were asked to set up their own chairs, and the room was uncomfortably cold. 

What would you do to support this club president? 

Scenario #2: The morning before a cabinet meeting, you receive a call from your district governor telling you that he is very ill and will not be able to attend that evening’s meeting. You know that the first vice district governor is out of town on vacation with her family, which means YOU are in charge of the cabinet meeting. 

What would you do to get ready for the meeting? 

Scenario #3: While visiting a club, you notice that the club officers are having a difficult time facilitating an open group discussion of an upcoming service project. Only three out of the 12 members present are actively participating in the discussion, and one of those three is dominating the discussion with his personal opinions and ideas. 

What advice and support would you give to these club officers? 

Scenario #4: At the last few district cabinet meetings, you’ve noticed that nothing seems to be happening to address action items and issues. The majority of the meeting is spent having the same discussions time and time again, which means that very little district business is getting done. 

What would you do to help resolve this issue? 

NOTES
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Preparation: Arrangements and plans made before a meeting to ensure success. 





Resources: 


Meeting Preparation Checklist (p. 4)


Sample Meeting Agenda (p. 5)





Preparation





Facilitation





Follow-Up





Follow-up: Actions taken after a meeting to ensure that issues and action items are addressed before the next meeting.





Resources: 


Meeting Follow-Up Worksheet (p. 7)


Meeting Evaluation Checklist (p. 8)





Facilitation: Actions taken and skills utilized to ensure a meeting is efficient.  





Resources: 


Tips for Effective Meeting Facilitation (p. 6)
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