Running Effective Meetings

Purpose of Meetings

Any meeting should have a purpose and be organized in a way that the membership knows that they are there for a reason and truly want to be there.  Meetings should focus on organizational business, as well as relationship building for the members themselves.  People join organizations to feel like they belong or identify with a group, and this should be taken into account when planning activities and the meetings themselves.

Parliamentary Procedure

Parliamentary Procedure is the guideline for running effective and efficient meetings as described in the book, Robert’s Rules of Order.  It lays the foundation for the business run in many organizations and clubs throughout the country and the world, as well as most major forms of government.  The guidelines in this book are effective, but may also be too formal for most organizations.  Not many student organization meetings call for the formality of a “Division” or move the “Previous Question!”  Below are some basic guidelines for meeting etiquette and organization to get things started, but refer to Robert’s Rules, the Student Leadership and Activities office, or other guides for more specific information.

· One person speaks at a time.

· Discussion is limited to the topic at hand – limit tangents.

· Don’t repeat discussion, agree instead.

· Members shouldn’t expect a meeting to start late or end early.

· Listen to all sides of an issue.

· Be courteous and respectful.

· Begin and finish on time.

· Encourage participation, especially from people that may not speak much.

· Reach consensus where possible and avoid the adversarial nature of a vote.

· Prepare an agenda that the group can work from.

· The chair and the advisor should assist in guiding group discussion on topics that are productive and relevant.

· If the vote is taken, know whether the vote should be by raising of hands, by voice, roll call, secret ballot, etc.  Also know whether a majority or a 2/3 vote is necessary for approval.

Scheduling Locations

Another concern for running effective meetings is when and where the meeting or event is being held.  For example, a meeting or event held the same time as a WOU football game or other large event may not be successful.  The same holds true for holding a meeting in a location where few people have access to, such as Salem or otherwise (unless transportation can be arranged for all).  As an advisor, challenge the group on the ability for all to attend as well as the timing for events that take place.  Get the group to consider alternatives and make solid decisions.

