	GUIDELINES FOR RUNNING VBOM MEETINGS

(Sourced from Meetings for Team Building – Jane Clarke, Meithal)




1. STRUCTURE OF THE MEETINGS
1.1 Before the meeting check:
· What's the purpose of the meeting;
· Is the meeting necessary;
· Who needs to be there;
· What do they bring;
· Do they have an agenda;
· Do committee members know the time and place.
1.2 During the meeting make sure:
· You start and end on time (prolonged meetings may be effective);
· Everyone is present;
· Agenda is clear and agreed;
· Consensus is strived for;
· Everyone has a chance to contribute;
· All decisions are summarised and noted (Pay particular attention to assigning action points to people).
1.3 After the meeting ensure that: 

· Members tackle actions points;
· The group reviews its progress.
1.4 Rules for effective meetings:
· Keep minutes that record actions to be taken on by whom / when and not blow by blow account of the meeting;
· Have a clear and informative agenda and stick with it;
· Stick with the agenda, don't digress;
· Ensure that those who need to be there are present and have had time to prepare for their involvement;
· Start and finish at the agreed time, each item should be allocated a certain amount of time according to the agenda;
· Involve everyone at the meeting;
· Keep ground rules;
· Review meeting.
2. THE AGENDA
2.1  Setting the agenda
The agenda lists the topics to be discussed and gives direction / shape / flow to meeting. It is important that everyone is clear about who is responsible for drawing up agenda and how the items get on it.

For example the agenda can be put together by the Chairperson and Secretary / or Co-ordinator based on the previous minutes and / or items sent in by members of the VBOM prior to the meeting. This can be agreed at the time of the meeting and topics for AOB can be added within reason. A typical agenda may be as follows:

· Apologies for absence;

· Going through agenda and add  “Any Other Business” issues if required;

· Read Minutes of the last meeting / record any changes to Minutes / approval proposed and seconded and signed by the Chairperson;

· Matters arising from the minutes;

· Correspondence that needs a response;

· Co-ordinators report on progress of the work; 

     ( This is often better if sent out prior to the meeting so that VBOM who    

     have a question can ask at the meeting, rather than take up a lot of  

     time by having to read them out )

· Report back from any Sub-groups work as required;

· Any other business;

· Date and time for the next meeting

3.  TRY TO BALANCE THE TASK AND THE PROCESS
There are two levels operating simultaneously throughout a meeting these are:
· The task and the need to get work done and decisions made;


and 
· The process which includes the social interaction and the emotional life feelings, ambitions, values, beliefs, attitudes and special needs of members.
Meetings can run effectively if they incorporate an efficient process for getting through the business and time for attending to the needs of the members of the group. How the job is done is as important as getting the job done.
4. EVALUATION CHECKLIST TO USE FOR ASSESSING THE EFFECTIVENESS OF MEETINGS
Everyone is responsible for ensuring that meetings go well, not just the Chairperson. The following points are good indicators of whether or not the meetings are working. They can be used by the group from time to time to reflect on the efficiency and effectiveness of the meetings and what may need to change.
	EVALUATION / WHATS WORKING / NOT WORKING AT THE VBOM MEETING

	YES
	NO

	1. The purpose of the meeting is clear to all  participants.

2. The agenda is prepared prior to the meeting.

3. The participants have and opportunity to contribute to the agenda.

4. Advance notice of the time and venue is provided to all participants.

5. The facilities are comfortable and conducive to participation.

6. There is a good attendance.

7. The meetings begin on time.

8. There is a scheduled ending time.

9. The use of time is monitored throughout the meeting.

10. Everyone has an opportunity to present his/her point of view.

11. Participants listen attentively to each other.

12. There are periodic summaries as the meeting progresses.

13. No one tends to dominate a session.

14. Everyone has a voice in the decision-making.

15. The decision-making process used is appropriate to the size of              the group.

16. Decisions are made clearly and recorded.

17. There is an action list as a result of the meeting, what is to be done, who will do it and when.

18. There is a summary of progress made towards meeting the objectives at the end.

19. The atmosphere is generally lively, constructive, open and friendly.

20. The meeting is periodically evaluated by all participants.

21. Participant’s follow-up on decisions taken at the meeting.

22. Minutes of the meeting is given to all participants after the meeting.

23. Participants leave the meeting with a feeling of satisfaction.
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