Considerations for facilitating/leading  meetings
Larry Bresler

· Agenda

a) Easy decisions first-gets people off on the right start

b) Hard controversial decisions-that require much discussion
c) Moderate, non-controversial decisions-of some importance, but that people probably agree; allowing to end on a harmonious note

· Have necessary printed background materials

· Assign roles before the meeting: e.g. notetaker, presenters, tone-setter

· Have agreement on how decisions will be made: e.g. consensus, majority vote, use of Robert’s Rules of order

· Room arrangements: Have chairs in circles  or around tables

· If different people have leadership roles in the meetings space them out to diffuse an area of power and encourage the equality of the group.

· Start the meeting promptly

· Review the agenda-ask if it is adequate

· Encourage participation particularly from those who are quiet
· Stick to the agenda

· But be flexible

· Don’t get bogged down into small details

· Break complex parts of the agenda into smaller parts

· Bring closure to discussion

· Move to action by end of discussion

· Seek commitments from participants

· Respect  everyone’s rights-chairperson is the protector of the weak

· Don’t let discussion continue between two people-ask for comments from others

· Look for minor points of agreement- it helps build morale

· In tense situations look to include humor to deflect
· Even in contentious meetings try to find areas of progress toward your objectives.  If participants do not see that progress is being made, they are far less likely to participate in future meetings. 

· Summarize the meeting results and commitments of the participants at the end of the meeting 

· Try to close meeting on or before ending time.

· Meetings should generally not last over 1 ½ hours; two hours at the latest.  The longer the meetings are, the less likely, participants will come back to future meetings.

· Provide for adequate follow-up e.g. get notes out of meeting, ensure people follow through with commitments
