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     HOW TO RUN A MEETING [image: image2.jpg]



A meeting is a group of people (or committee) who come together regularly to discuss a subject or to decide what to do. 

Notice 

	• To give notice of a meeting is to inform people that the meeting will be held. 

• Notice must be given to each person who should attend the meeting. 

• Notice can be given by post ,phone or indeed Text Messaging is simple and very effective. 

• The date, time and place must be given. (Try and stick to a single venue on a given day i.e. Parish Hall on the first Tuesday of every month)
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The Meeting  

 • The chairperson opens the meeting and decides whether enough people are present for the meeting to go on. The number of people who must be present is given in the rules.

• The minutes are read and accepted. 

• The chairperson deals with each subject on the agenda in the order in which it appears on the agenda.

• The chairperson says as little as possible and only leads the meeting. 

• A subject must be discussed well before a decision is taken. 

• The chairperson decides when to stop discussions about a matter. 

• Only one member may speak at a time. 

• The members  may vote about a matter before a decision is taken. 

• The members vote by putting up their hands or they can vote on paper (ballot). 

• If the same number of people are for or against, the matter is decided against or the chairperson may make the final decision. 

• If people do not behave themselves, the chairperson may ask them to leave. • When all the subjects on the agenda have been discussed, and the date of the next meeting has been decided on, the meeting is closed.
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