Meeting Facilitation Hints

1.
Always start the meeting on time and with a definite agenda.  The whole purpose of an agenda is to save time and keep the meeting on course.  


(
Breaks/Lunch – Resume meeting on time, no matter how many members are in the room

2.
Be a good host.  Make sure everyone is introduced and acquainted.

3.
Review the facts; take time to lay the groundwork before getting to specific suggestions on each agenda item.

4.
Encourage participation.  To initiate discussion, direct all challenging questions to a committee member.


(
Do not dominate discussions.

5.
Keep the meeting moving and the members on the subject.

6.
Only one person speaking at any given time.  (The presenter has the floor.)


(
Only one meeting at a time; take personal meetings/business outside.

7.
Summarize major points during the course of a meeting.  This will facilitate orderly progress through the discussion.

8.
Pay attention to factors that may be affecting relations  between members.

9.
If there is a lack of interest, consider a brief recess.

10.
Solicit opinions and experiences, especially when disagreements occur.  Talk to the group, not individuals; side conversations are disrupting and accomplish nothing.

11.
Try to draw-out silent members.  An easy question or the asking of an opinion is a good committee participation starter.

12.
Check at the end of the meeting to see if the members feel that particular subjects have been properly covered.

13.
Don’t argue with the individual who has the floor.  Ask questions if you disagree, but remember that as the presiding officer, you are to be neutral.

14.
Adjourn on time.

