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ABSTRACT ' \ .
Written for anyone interested in what maked a meeting

run smoothly (and what doesn't), the guide for conducting meetings is
divided into the following sections: the chairperson (his/her ' ,
responsibilities, preparing an agenda, organizing discussions); the
meeting (quorums, discussions; points of order, and clarification);
the motion-(making the motion, discussing' it, amending it, voting on
it, adjourning, different kinds of votes); the order of business
(minutes, committee reports, unfinished business, nominattons and
elections, new business). In addition, the guide contains a section
on taking minutes. Emphasizing that the more informed the member of a
group, the more productive the meeting, the guide attémpts to relate
the elements of. a meeting in such a way that' every member .of the
group has .an opportunity to be informed. (AH)
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(' GUIDE FOR CONDUCTING MEETINGS I

- .~
>

This 1s @ guide for con0uchng meenngs it s written for onyone interested in wha' maxkes g meeting ,
run smoothly--ana what doesn't The guide Is dividea into the fOHmeg sechens o 7

THE CHAIRPERSON:  nisihér responsibiities, preparing an agenda. org&nizing disCuss.ons

THE MEETIN'G: Qquorums, disCussions, po:ms‘o‘f order ond clonf;conon .

THE MOTION maxking the motion, dlscussmg it, Omendmg it votin c{.on it, agjourning aifferent kinds of
’ . votes ‘e o
) N\ ’ r'd t

THE ORDER OF BUSINESS: minutes, committee reports, unfinishied cusiness, nominattns ana elections, -~ -
new business ' ' : )

There is aiso a section on taking minutes One key element runs mr0ugn this gude  The more inform-
ea the memoer of a group. the more proauciivg the meeting. Trus gude attempts 1o reiate the
eiements of meemg in such a way so that every member of youl group has on oppoﬂur)w to be in-

farmed
N ’ . ' z
THE CHAIRPERSON  * Lo T
1 Know what.will happen and prepare for if. ’ e

The Chairperson should not be surpnsed She/He should have @ gbod |deo of what s going to hap-

pen at the meeting N
‘ Some woys to plan : B ‘ A
a) contact key people to ask if they have any issues to dnscuss . i . ) ,
b, be aware of community activities which might affect the members of the group. and “
c) monitor committees fo anhicipate what their reports will be * : .
Tne Chairperson should devise an agenda based on the previous information gothered This agen-
da should follow a standard order of businegss (see THE ORDER OF BUSINESS). and should incor-

porate specmc topics planned for dnscussaon at each-meeting The Chairpersgn should also aliot

olocks of tifne for each topic or gtoups of topié’ (eg commmee reports) .
in general. the more structured the agenda. the more smoothly the meehng will run . )
¢
. / s ‘ A o A . . '%
2 Stick to-the agerfda. ' ‘ e

The Charrperson should communicate the agenda to the group agt.the outset of the meenng In
fact. many Chourpersons distribute the proposed agenda to Porem Committee members several
days before the meeting Members of the group can then get an ideq of what will occur during
the meeting, when it will tccur, and (in some cases)-who will bé leading the discussions The group
can suggest changes in the agenda, e.g. adding or deleting topics. or alioting different atounts
of time for topics The optirfium Is to find the nght mixture of speed and thoroughness. Too often”
pecple skirt over issues they'd like to discuss because the meeting has gone on too long. Once the
group accepts the agenda, it 1s the Chourperson s responsibility to stick to it Dunng the cowrse-of
- =~ the year, groups become more adept In plcnnmg meetings | .

3 .Make thmgs mformcl check on people’s comfgrj
The Charrpgrson |§ respons:ble for Thémeeﬂng das a whole She/He should do her/his best to assure
that pecple are comfortoble--the temperature of the room IS sonsfoctory smoke 1sn't bothenng *
anyone, kighting is sufficient The Chairperson should Glso develop an atmosphere of fnendliness
and informality so that ail pcrﬂcnpoms at the megying--mempers of the group or not--feel
welcomg to make-comments and observe the proce 2ings. If there are guests, the Chairperson
may explain the group’s operohng procedures, e g, Who can vote ‘ . .
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A Keep order speak loudly; organize dls\;ussions ' ‘
The © hqirper»of should try to maintair control over the meeting in an effectve but overbeanng
' 'way She/tie should speak toudly” enough 30 that everyone can: heor and shoulae spoeak
duthontatively enough $o° that everyone will listen. it 1s the Charpersons responsibility to bmit
aiscussions to thessue at hand Somghmes it's necessary to organize disCusson SO that people do
stCk to the issue Some ways tg organize discussions’ ’
Q) set ‘nme urnits for discussion
D) aiternate speakers on one side pf an issue with speakers-on another,
C) break down the issue into smollgr parts. and discuss one part at a time. and
.d) use visual aids'to mak the disciisson cletirer . .
5 . L~ .

5 Vote only when it makes=d difference.

Tne Cnarperson is a fachtdtor, & person who maintéins an objective control of the- drs<:ussrons and

s aple to render far judgements The Charperson should not use herAhis rolé to influence the .

QisCussion of vote She/He should not comprornise the role of objective facitator by, voting when

t doesn't make a drfference in the outcome Times when a Chairperson should vote

ad  whnen the Charrperson’s vote breoks a tie. and

T) when the Chorrperson s vote causes a he. defeating fmohon For example, if the moton

¢ were jo ourhoraze children to go ena field trip. and the fote came out 7 n favor of fhe field trip
aNd 6 opposed to the field trip, then the Chairperson couid vote against the field tnp The vote .
woula then be 7 to 7. and the motion to ‘authorize children to go on the fiekd trrp would be

defeated ) . {

LR}

\' | R s
. ¥
6 Be patient and tair.® o : -

it can be trying td be an effective Chorrperson The Chorrperson should keep in mind that
everyone 1s different Some people enoy “taking the fioor” and speaking their mind in front of
group, other have little liking or .experience for public speaking Some people desire a free;flow
. discusston to generate ideas, others require the formail rules to structure debate Some peopléfeel
comforroble with emotion forms of expression on certain issues, other prefer to imit the discussion
: to focts The ChowperSon must allow for @s many different expressions as possible She/He mus’r
<+ sometimes put aside his/her own attitudes and let others have their say And she/he must be’t po-
tient wth who aren't as familiar wrfh the procedures of the meeting ¢&r the 1ssue at hand An effec- .

tive Charrperson will encouroge. or "entertain” 'motions ér comments, so that everyone feels

welcome to participate 7 Y

! a ‘ - —

{ . - (
'Y . ’ k.

THE MEETING
1 A-quorum is necessary. -,
A quorum 15 an gstablighed numpber of people who must be gresent before an officialameeting
can take place OftenQ quorurh is hatf-plus- one of the total members For example, if a Parent
- Committee has fwenty members, then eIeven (half-plus-one) must be present, for o meehng to
take place. - ' - . R
A quorum is a ftandard function used by nrrost official bodies It 1s used to prevent a small minori-
* ty. from conducting " official business--voting. on Tkey | issues, electing dfﬂcers gpproving
expendnures--wrthouf a represenoﬂve showing of the members of the group
¢ . 4

-

2 Everyone is free to discuss. .

' Within the limits, everyone is free to dlSCuSS at a meetiig Some of those limits may be

a) the person should rfot speak.on an issue untilits time on the agenda.

b) the person should not speak on an issue when she/he has oIreodv voiced an opinion and
* others have yet 16 speak, . -

c) the person should not speok on on rssue until she/he has been recognrzed by the Cholrperson
and '

d) \the person should not speok on an rssue after the group has agreed to end the drscussron

A R

An effective Chairperson will see thot everyone who wants to speak has an opportunity to spe@k
Given an orderly, efficient meeting. éveryone should have on opportunity fo offer an oprnron on

. theissue being drscussed o, - TR .
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THE MOTION v
e | . -
.y \ Makm he motion. © ~ A YE a , ZERW
Only voting members may make G mohor. A motibh shouid be $tated glearly and f nedessary

- Ve repeated for the penefit of the §roup as well as-at the (Recording) Secrefary An exompﬁe of a ‘
mohon s | move that we approve the Title IV proposol os'presénfed fO us by the Coordinator

. I3

Co 2 Discussing/Amending a motion.
Some groups prefer to have the motion segonded before discussing it. others see no need for
seconding the moyign If a second isused at all, it shouid be used befOre discussion bf the mation
Discussion shiould éenter around only the motion on the flaor, gnd the Cho;rperson should keep 1t
from straying into other areas g some.cases a time imit may be established for discussion of the
‘ moton If someone wants to make a change in the ongmui motion, then an amendment can be
’ . made dunng the discussion If the onginal motion was "I move that we approye the Title 1V pro
” .posal as presented to us by the Coordinator, ™ then the ‘amendment te that motion might be ©
would ke to amend that we approve only the finGincial section, of the proposol now, ond
- postpone opprovmg the ennre proposal untii we get more information

s . - »
¢

ES

.

3 Voting on the motion. . {
Liscussion on the motion enas when someone  Calls for the question’ or it is agreea that the time
for discussion has expired if there 1s an amendment on the fioor, then fhe amendment s voted on
first The Secretary or the Chairperson reads the amendment to the motion, and the group votes
- . Fouow:ng that vote. the roup can continue te~discuss the onginal motion (if. appropniate, as
amended)™hen the onginal motion (with approved Omendmems) s repeated to the group. and
the group votes again Once tnhe motion has been voted on, the group can proceedsto thesnext®
ttem on.the agenda All the participants should be made aware (by the oecretory or Choarperson)

of thé results of any vote v, ) N

4 The motion t6 adjourn.
. The motion to adjourn should ot be dlscmsed or amended The Chairperson can rule the motion
) out of order (for example, if items on the ggenda have yet to be covered) But.if the motion'is prd
per. then the group votes wnhouf dnscussuon The meeting 1s elThPr adjourned or comlnues until the
{ group decides To vote for adjournment . . . )
- . M cy

THE ORDER OF BUSINESS ' . : . o,

- L4

1 Presentatiopn of minites. ‘
The presentation of minytes of the previous meeting is usuolly the first order of business The
Secretory reads what happened at the previous 4tieeting Then the group either accepts the
minutes. rejects them, or accepts them as.changed Changes usuadlly result from misspelied
names, iInaccurate dates, etc There 1s NO disCussion o?The issues of the previous meetmg only -
discussion of the ssues of the accuracy of the minutes, It IS helpful to distrbute copies of the .
minutes_before the meetmg starts. . “ . .

2 Reports of officers, bocrds and standing commmees .
Following achon on the minutes, sfandard.reports afe read These might include Teports frOm the
Treasurer, from the Project Directoy, or from the Supenntendent A standing g:ommunee IS one .
which s permonem and continuous. not one which is set up to meet a temporary obyective, or to
solve @ parhicular issue Reports from standing ¢committees should be made before reporfs from
specidi, committees, copies of such reports ccan also be distnbuted to the grogup before *fhe,

meeting starts’ -
- ' . ) ’ .

- . 4

- 3 Reports of special committees. '
A special committee is sometimes called an ad hoc corhmittee Ad hoc means, iterally, tow::é

.

-

- this thing.” An ad hoc commlttee is set up for a specific purpose, ad hod committees mlght be
. Needs ASsessment Commmee a Potluck Committee, og a Field Trip Committee Reports fr.
Q . these committees are qunte likely to be more extensive than reporfs from standing committees,
. EMC "~ and time should befplonned occordmgly . L ' . . .

L o B D




- .

[

4 Unfinished business. oo . . ..

All unfinishred ("old™) business should be taken care of before new business begins That s

the key to the smooth operation of Gny meeting Take care of the left-over issues first, if you don't

. then things will just pile up Unfinished business might be discyssion tabled (BosYponed) from the

. previous mee‘nng, reports from individuals on . assigned tasks, summanes of activities having
“already taken p\loce, or presentation of guest speakers T, . .

4

. [

» '5 Nomingtions and elections.- ) ‘ c. —
! if nofminations ang/or élections are scheduied, then they should follow the completion of'o}w un-
finshea business, because they are, $n a sense, unfinished business Qbwviously, naminatrons and
. * elections usuaily take quite a bit of time, so the Chairperson may want to plan odqmonql time (or

even a speeial meeting) for them
- s

6 New Business. , e . , :
New business should be discussed only after old business is dispensed with New business may be
ssugs that have rever beeriorought up before. They may.be discussed. or the Chairperson may
assign.a committee to lodR into the issues further, andi report at a Igter meetng

.

TAKING MINUTES

..

- . \
The minutes of a meefing should consist of at least the following
! date. place. and hmé of the meeting: ¢
2 .,names of people present: and . .

3 motiorisfdecisions'made
7 ‘ . ,

. The minufes may aiso include any and,all of the following it
.)  names of members absent, ’ - L. .
2 Treqsurer’s report, ) o . ) '
3. committee reports, L. v ) ’
4 all business undertaken--discussiorts, etc. and - : .oy
5 tdwes of votes ' . . . i . - ,
A}
Minutes may become easier to take with the following hints . -
1 Lsten for key words: - - oo N
2 ' Try to-capture basic ideas, don't wrife down every word . o,
3 Inciude only pertinent comfnents -~ : “pt ) e -
4, Apbreviote words . . - )
5 _Circle key ideas, statements, or decisions - .o ~ =
6 Ask members to répeat things if you can’t keep up (e.g. in?"mohorhf . -
N - A3
from How to Make Meetings Work, Doyle and Strauss, 1976 PR

All you are-really doing when you take minutes is recording what actually happened, §o that you don't -

have to rely on someong’s memory Because of this, it 1s especially important to record what was voted
on For example, if your Parent Committee voted to have potlutk next Thursday, it's essential that you
you take that down If your group voted it down, that s, if it was proposed and rejected that you hdld a
potiuck, t's a good idea to take that down as well. As,you get more exgerie e in faking minutes, you

. < .

can record mote and more items, . ~
. . i
. . ;

After you take the minutés of a fneéfing, y'ou. will probably Rave & jumbié of phrases and words and.

v possible numbers ‘Don't wait to transcripe the jumble. You'll most likely. forget what your symbols

mean and to what your phrases refer Spend some time rewriting your minetes in their ?Tﬁol form You'll
save yourself emporros‘sment when you're:called to read'the minutes from the previous meeting

v

+ One additiohal comment: it's a gc‘)d idea to use the’same form eo¢'h time you take the minutes. If you
hst the members present at the top of the, page one time, do it every time. If you use short paragraphs,
one trhe, use them every time. It will be eqsier for you to recerd them, and for others toread them. The
onginal transcript of the minutes of a meeting, with any changes made, shouldibe kept 6n filein a safe
Eche : ) ! I . ’

’ e , 4 I t h.
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PROCEDURES FOR CONDUCTING A MEETING

-

TMete e et Jleps that the Charperson ‘should follow inholaing a meeting
. [ -

s A} “

L O tre meeting to order r '
. rearthe minytes of trie previous meeting . .
— 3 - =earrepods of officers podrds and standing codnmmees . S ¥ -
4  ~ear reports of special committees . . . )
5 mear announéements T ‘
5 Goen win the unfinished business of Ihe last meenng s
7 5o on o the new business ’
8 Ena tne meetng and adjourn . . .
) /. ‘ / -
/ .
. * e . -
.TJO CONDUCT A PARENT COMMITTEE IV}EETING
. - R ' v
. I . . ‘ . \ - -, - ~ ’."'
>

E
CONDUCTING MEETING

Tne Farent ommittee has the respopsibility to make certain decisions regarding the funded program
4hey ser et thus s to occur in practice then it s essential that the members of the cg_mmmeeﬁhd.
especQly the leaders of the group. devg‘p the ability to run meetings in an orderly fashion which wil
ersun: that differing points of view can be arred and that business is compieted according to schedule
Nnre ariy numper of methods could be devised to achieve this, the o#tine given below sketches the
most commion format for conducting meehngs . -

CALLTO ORDER - /

a) Rol Cal e L.

b) Determination if quorum s present : -
; .

-~ 'REARING OF PREVIONS MINUTES el L oo
o . - : .
a) Name of the group hich mét - _ P ‘

- o) Kind cf meeting, eg. regular or special - - S X«

¢) Place, time, and date of meenng : ’

d) Presiaing dficer

. €) Approvd! of minutes of prlor meeting
) Motions gnade, by whom, and final action on thém
g) Time of odjoumment ' ' ) .

REPORTS FROM OFFICERS AND REGULAR COMMITTEES - . Co
Q) Statemerit of 53US. Fioblers, ffem of business. etc
b) Method of dealing with 1t N

- .

¢) Recommendations for action v
d) Action by group R : e i

" % REPORTS OF SPECIAL COMMITTEES \)& o ' .
‘-/‘_.\' 4 . . /' ‘. .
ANNOUNCEMENTS _ AN : ~
~ p ? »
OLD BUSINESS, CONTINUED FROM PREVIOUS MEETING C ' £
4 NEw BUSINESS.

ADJOURNMENT

&
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1 ROOM ARRANGEMENTS ) . N - ,

_ @) Have grrangements been made for a meeting room? N . - ) . -
" b) Will the room be comfortgble? . ’ t
" ¢) Are there enough chairs?

d) Have orrongemenfs beent made for special equnpmenf If needed’> : . .

e) If there are’handouts, are there”enough for everybody? ) .

fy Wil notices be send out in hmeé for people who*plan to attend? * K . ’

gy lf needed. is fhere a tglephone committee reddy to remind members of the meehng’>

) N /\ IS ] M
2 PROGRAM ﬂRRA'NGEMENTS : ‘ ’ . . S

-

a) Has the agenda been prepared and mailed to members?
o) Have speakers been invited to participate? -

c) Does the speaker have the tme, place, Yoom number, for the meeting?
d) Does he or she know how long to talk apd how large the group will be?

- -

3 OTHER ACTIVITIES L , L

a) Have refreshments beén planned?
b) Have arrangements for babysithing begn made?

4, THE DAY &’THE MEETING, Coe . ,
. s N
a, Do you plan to arnve early to doublecheck the. room, equment charrs, and refreshments? -
D) Are there signs, to direct people to the meeting room?
c) Have you made arrangements for sormeone to meet and greet the speaker?
d) Will someone greet people when they arrve? Are there ndmefogs” o ¢
e). WI" You have extra coples of the agenda available?

.

5 AFTER THE MEETING L

‘

) Wil you be available fo talk with members” Some-hesitate fo speak at meetings or)dhove ' .
ideqas you will want to consider .. c ‘

b) Wil you thank-the-speaker? A written nofe is effective

c) Have you tidied up the toom as much as possible?

d) Wil you make orrongemenfs fo return any equipment?

\ AN
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