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How to Host an Effective Meeting
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Canadian Parents for French-BC & Yukon Branch is a parent-led, non-profit organization that has worked for more than 30 years to promote, support, and advocate for accessible and quality FSL programming.
[image: image2.png]
  
How to Host an Effective Meeting 

  

We’ve all sat through them – meetings that go on and on but don’t seem to accomplish anything. Parents are busy people and if they feel they are wasting time at endless meetings, they will find different, more productive ways to fill their time. Below are some guidelines that will help you plan and host effective meetings, and by extension, keep your members engaged and involved. 
1. Find the right date. Obviously every person’s schedule will be different, but beyond canvassing every possible attendee, there are some strategies you can employ in order to get a higher turnout. 
· Aim for the beginning or middle of the week. The closer you get to the weekend, the more likely people will be busy. Pay attention to your own schedule – are there nights where it seems that everything is happening? Do Girl Guides, soccer practice and drama club all happen on Thursdays? Be aware of what is happening in your community so you can avoid scheduling conflicts. 
· Many parents have children in older grades, so it may be worth your time to phone the local middle school or high school and ask if there are any functions happening on the night you plan to have your meeting. 
· Find out whether late evening or early evening meetings work best for your participants. For some parents, earlier meetings are better as they still have time to do other tasks after, while for others it is more convenient to meet after young children have already gone to bed. 
· Plan your meeting 2 weeks or so in advance. If you plan your meeting with very little notice, people will likely already have plans. Conversely, if you plan your meeting too far ahead of time, people will forget that it is taking place. 

2. Once you find a good day, stick to it. Employing a rhythm when it comes to scheduling meetings means that people will be aware of when it’s happening and will cut down on the confusion. Avoid things like ‘every other Tuesday’, and instead go for ‘the second Tuesday of every month’, which is easier to figure out for new people wanting to attend a meeting. 
3. Find an appropriate meeting place. Find an appropriate space that is easy to find. You may choose to meet in a person’s home, but remember the extra burden this puts on the host (cleanup, keeping children occupied and so on). 
4. Be timely! Begin the meeting on time and end the meeting on time. You may have participants that do not have time to stay longer, and it is frustrating when the first half of the scheduled meeting is eaten up by socializing or doing organizational work that should have been completed beforehand. Being timely will also set a professional tone for the meeting. Socializing is certainly important, but save that for the after the meeting. 
5. Designate someone to chair the meeting. Be an effective leader – the role of the chair is to monitor and facilitate the discussion, not the content. The chair should ensure that everyone is heard and that the meeting moves along in a timely manner. 
6. Designate a note-taker. Make sure someone records what happens in the meeting. This is important for future reference. It is also a good idea to email the notes out after the meeting so that participants are reminded of what took place and what needs to be accomplished before the next meeting. 
7. Set an agenda and stick to it. Decide what will be discussed at the beginning of the meeting and then move through the agenda in order. Keep the discussion to the topic at hand, find a resolution and then move on. Jumping around to different topics will result in a long disorganized meeting. Try to email a draft version of the agenda out ahead of time so people can come prepared for the discussion. 
8. Maintain order in the meeting. Minimize cross talk – in a heated debate, keep a list of people who would like to speak on the topic and allow each individual to have their turn. 
9. Encourage everyone to speak. Some people feel shy or that their opinion is overshadowed by more gregarious personalities in the room. Remember that each individual has something to contribute. When talking about a big issue, try doing a quick roundtable discussion where everyone has a few seconds to talk. 
10. Create action items. Many volunteer organizations find that they meet and discuss what tasks need to get done, and yet nothing ever gets accomplished after the meeting is over. If there are tasks at hand, write out ‘action items’ during the meeting. Jot down a quick note on what needs to get done and who has committed to doing it. If there is a task that needs doing and no one volunteers for it, you can expect that it will not be accomplished. 
11. Keep it fun. The ultimate goal of an effective meeting is to make sure that people stay involved. Try to keep the tone of the meeting positive, and work in some social time after the meeting if possible. Remember to be professional yet accessible to everyone by avoiding insider lingo and explaining yourself properly to newer members. It’s also important to note that while it can be frustrating when people don’t commit to helping out, putting people on the spot or making them feel guilty for not volunteering will only alienate them.
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Promoting opportunities for young Canadians to learn and use French
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