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Section 4:
Tools Groups Use

What are helpful tools groups usJeE
- Meeting Facilitator/Leader
- Ground Rules
- Agenda
- Meeting Minutes
- Written Guidance

- Open & Closed Sessions
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Meeting Facilitator/Leader

« Keeps discussions on frack and on time
« Makes sure everyone is able to share

.—u

everyone! 4-‘

help S may e ;|

s};ared::s;dfac111tatorr‘nembers

view SFOUPS £ 2 5 understand
g ~‘~= = bestsolutions Q'-_’Q.‘g make

people bu1ld;5v=d= e

» thlnklng mclusnvigap ntss SUPPOSE kil

e . responsiilty | Ground Rules

« Creates an atmosphere where thoughts
and perspectives can be openly shared
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Agenda

A roadmap for the meeting

* Only include items to be discussed at the
meeting

« Created by leader or executive committee l




Meeting Minutes

« Summary of the meeting
« Records decisions and actions
« Typed and distributed

« Previous meeting minutes may be
approved at the next meeting

« Reminder: Still take your own notes!




Meeting Time Management

If meetings contfinue to run
over fime, you may ask
the group:

Is the agenda too full?

Do ground rules need to
be established?e

Does there need to be a
‘time keeper'e

Does more time need to
be scheduled for
meetingse
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Written Guidance

Helps individuals
interact with the group

« May include:

« Bylaws
» Policies |
« Procedures & Z
Protocols o |
I » Compacts |
e




Open vs. Closed

Open Meetings
= Open to ANYONE
= Public is invited to LISTEN to group’s discussion

» Public may share their views on the topics

« Refer to written guidance regarding public
partficipation

Closed Sessions
» Used when not appropriate for non-members

» Topics that should be in closed sessions:
= Personnel Issues
= Confidential Information
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Common Reasons for
Unproductive Meetings

- Participants aren’t prepared .
- No agenda in advance l
- Group doesn’t follow agenda

- Not everyone considers themselves
“participants”

- Data is lacking or decisions made not
based on data

- No action items are highlighted

- No timelines or deadlines

- No follow-ups
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Section 4 Resources

Taking Good Meeting Notes

hitp.//www.effectivemeetings.com/meetingbasic
s/minutes.asp

Mind Tools On-line training arficles on problem
solving, decision making, and practical creatfivity

hitp:.//www.mindtools.com/pages/article/newTM
C _00.htm

Policies and Procedures

http:// www.mycommitiee.com/BestPractice/Co
mmittees/Policiesandprocedures/tabid/248/Defa
ult.aspx
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