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RUNNING AN EFFECTIVE MEETING

Ten Steps to Effective Meeting

1. There is plenty of discussion but it’s to the point. If discussion strays, someone brings it back
quickly.

2. Membersunderstandtheirtaskclearly. Timeisspentdeterminingthisearlyandthen they are
committedtoit.

3. Members actively listen to each other. They give each idea a fair hearing and don’t jump onto
unrelatedideas.

4., Thegroup doesnotevade disagreement and usesits energy to focus on the issue ratherthan the
person.

5. Membersare encouragedtoreveal theiropposition.

6. Thereare no personal attacks. Membersare inclined to give positive respect and recognition.

7. Theleaderdoesnotdominate. ‘Leadership” shiftsfromtime totime based on specific abilities
and/orskills.

8. There are nopowerstrugglesorpointscoring. Controlisnot anissue.

9. Membersare conscious of theireffectivenessasateam.

10. The group is capable of analyzingaweaknessinits performance and addressingit quickly.

Agenda

The agendais the basis of any meeting and gives direction, structure and purpose. The agendashould be
drawn up jointly by the chairperson and secretary and should be followed in order, unless the meeting
directs otherwise. The agenda should be circulated prior to the meeting so that members may attend

the meeting prepared to make a well-informed contribution.

1. Call the meetingto order. Beingsatisfiedthataquorumis present, the meetingshould be formally
declared open. If numbers at the meetingfall below the quorum atany stage duringproceedings,

no furtherdecisions should be made.

2. Attendance and Apologies.
e Recordallmembers present;
e Introduce anyvisitors orguests and welcome them;

e Callforapologiesandaskforaformal motionthatthese be accepted.
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3. Minutes. It is the chairpersons duty to ask for any corrections to the minutes of the previous

meeting (amendif necessary)and then call fora motion to accept them.

4. Matters arising from the minutes.
e List mattersto be decided onthe agenda;
e Discussion should be confined strictly to matters in the minutes which will not be covered in

reports.

5. Correspondence.

o The secretary presents to the committee a list of inward and outward correspondence in
chronological order;

e  Onlymeaningfulcorrespondenceisreadinfull;

e A motion is passed that all inward correspondence is received and all outward correspondence is
approved.

e  Discussionshould notbe allowed beforethe motionis presented.

6. Financial Report

e TheTreasurerpresentsa regularfinancial report

7. Committee Reports
e Theseshouldbe keptbrief andincorporated into the minutes (Insiston written reports).

e Each report to provide arecommendation to be discussed and then a motion presented to adopt.

Motions and Amendments
All items of business requiring a decision must come before the meeting by way of a motion and if
passed, becomesaresolution. Amotion should be proposed before the chairpersonallowsany debate

or discussion onthe topic. This promotesan orderly discussion.

Moving a Motion
The moverintroduces the motion, “I move that...”. Thisintroducesanitem of businessforthe meeting’s
scrutiny. The mover must state their case to the meeting on that motion in a clear concise and

unambiguous manner. The moveris grantedright of reply at the end of any debate.

The Seconder
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The speaker must introduce their support with “I second that motion”. If there is no seconder the

motion lapses.

Immediately a motion has been proposed and seconded the chairperson can save time and cut out
repetition by declaring “Does anyone wish to speak AGAINST the motion?”. If no, the motion may be put
to the vote. If yes, the order of debate should be speaker against, then for, (i.e. alternately) with no

speaker speaking more than once exceptthe moversright of reply.

Voting

At the end of a debate, the chairperson puts the motion to the vote. Differentforms of voting are:

° By voice

° By show of hands

. By members standing
o By secretballot

° By a division

Unless specified otherwise in the constitution a simple majority vote by voicesis often enough to cause
the chairpersontodeclare the result.

The constitution should provide for voting power of the chairperson who may have:

° A deliberatevote only;

. A castingvote only;

° A deliberateand casting vote;
° No vote.

Ifthe motionislost, the meeting proceeds to the nextitem of business.

8. General Business
. The chairperson can decide whethera pointshould be discussed, although only relatively minor
points can be broughtup
. Notice of motion for the next meeting may be brought up with a written copy of the motion
handedto the secretary

. The chairperson should restrict discussion to the interest of the meeting.

9. NextMeeting

Discuss time date and venue for the next meetingand ensure everyone is aware of the details.
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Thisis the signal toindicate that no furtherbusinessis being conducted.
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