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Session 5: 
Running 
Effective 
Meetings
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Worst Meeting 
Ever…

• Lasts too long?

• People are out of control?

• Arguing, fighting, people leaving?

• Everyone is on their phone or computer?

• Agenda? What agenda?

• Could have been done with a three
sentence email?
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Why Have Meetings?

• Meetings can be an important tool to share
information with a group of engaged
participants. However, meetings require a
purpose. Without a purpose, meetings can
go horribly, horribly wrong…

• They allow you to have face-to-face and
two-way communication, which is
preferable for having discussion and
feedback.

• Meetings can be productive and fun when
ran efficiently and with the right purpose.
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Types of 
Meetings
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General Membership Meetings

• General Membership serve as the
business meetings of the chapter, allowing
the membership to vote on chapter
operations.

• These meetings are often presided over
by the President of the chapter. Generally,
they should occur once a month.

• Membership meetings inform the
participants of upcoming events and
opportunities. Many chapters also debrief
past events and give recognition to
individual members for their contributions.
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Board Meetings

• Board meetings allow the Board of Directors
to discuss items and issues of the chapter
outside of general membership meetings.

• They are generally presided over by the
President or by the Immediate Past
President, depending on the bylaws of the
chapter. They also typically occur monthly.

• They are used to create chapter plans and
strategy. Discussion can happen at Board
Meetings that can become items for the
general membership to vote on.
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Committee Meetings

• Committee meetings are a great way to break
out areas of the chapter that require initial
input from a smaller group of members.

• They can be ad hoc or standing committees
that meet on a monthly or quarterly basis as
required.

• Examples include:
– Finance

– Bylaws

– Operations

– Marketing
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Project Meetings

• Project meetings focus on specific programs
or events and are especially necessary for
larger projects.

• They are also a good way to have extended,
focused discussion on projects, as well as
mentor younger members who may be future
project chairs.

• While chapter officers are generally not
required to attend every project meeting, good
practice would have at least one officer
assigned to each project as a point of contact
for information and guidance.
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Special Meetings

• Special meetings are called in response to
unanticipated situations. Bylaws often specify
when and how a special meeting can be
called.

• New information or resources may present
themselves, and special meetings are a way
to get immediate direction from your board or
chapter on how to move forward.

• Special meetings should be used sparingly
and exclusively for critical, time-sensitive
situations.
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External Meetings

• External meetings refer to meetings that are
not hosted by your chapter. These could be
held by your local government, chamber of
commerce, or other entity.

• The President is generally the expected
representative of the chapter at these types
of meetings. However, the President can
delegate to other officers or members.

• External meetings can be visitations to other
chapters or state functions. Pay attention to
the structures and form, and be sure to follow
the established rules of the meeting.
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Best Practices for 
Effective Meetings
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Best Practices: 
Define the 

Purpose of the 
Meeting

• There is nothing worse than attending a
meeting that at the conclusion, nothing was
accomplished and you leave feeling that you
wasted your time.

• Having a defined objective for the meeting
ensures that participants know the purpose
for attending. It also allows you to determine
whether or not the objective was met at the
conclusion of the meeting.

• Defining the purpose answers the “why?”
question and can increase engagement and
participation in the meeting.
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Best Practices: 
Create an Agenda to 
Match the Purpose

• Agendas allow participants to know the
purpose and structure of the meeting. It
reduces the uncertainty of what items are
on the table and expected to be discussed.

• An advance agenda gives participants time
to prepare, whether that is educating
themselves on the background of the item,
or coming with ideas or an opinion.

• Agendas are also necessary if the meeting
requires minutes to be kept. PS: Keep
minutes for all meetings.
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Best Practices: Consider Which 
Agenda Items Require a Vote

• Some items in meetings are simply for the
purpose of reporting or sharing information.
These items may not require a vote. Other
items will require a formal vote or procedural
action to be taken. Know in advance which
items require action.
– Bylaws and policies often dictate which items

should be voted on, by which bodies, and by
how much of a majority to pass.

• Knowing in advance will ensure you spend
appropriate time on voting or action items
and help control the flow of the meeting.
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Best Practices: 
Consider Your Audience

• Consider who will be in the audience for
meetings and what their stake or interest is in
the items being placed on the agenda. If your
agenda items are irrelevant to a majority of
the audience, it may be best to call a special
meeting, rather than a meeting of the whole.

• Consider whether “pre-wiring” your audience
is necessary. This involves discussing agenda
items in advance of the meeting to resolve
issues and answer questions. It can help to
reduce discussion or contention in full
meetings, but requires more effort up front.
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Best Practices: 
Consider the Environment

• Consider the room or space in which the
meeting will be held. Different rooms have
different layouts that will make an impression
on your audience.

• Changes in the location or even the set up of
a room can be used strategically when
planning a meeting.
– For example, changing the layout from lecture

style to a circular layout (where the audience is
facing one another) can create a sense of
cooperation and equality in your meeting. It may
influence people to talk more, for better or worse.
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Best Practices: 
Start On Time, 
End On Time

• Making sure your meetings start and end
on time is a measure of respect for your
participants. Generally, starting late or
ending late is a sign of disorganization or
lack of planning which can hurt credibility.

• Timeliness requires you to move through
your agenda efficiently, reducing the risk
that participants feel their time is wasted.

• Remember, adults have the shortest
attention spans. Long meetings do not
actually get more accomplished!
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• Establish rules and expectations for the
meeting in advance so that everyone is on
the same page.
– Is the meeting formal or informal?

– How do you determine whose turn it is to speak?

– What is allowable and what is not?

– Is someone expected to keep minutes or notes?

– Are non-members/ non-participants allowed to be
present? Can they speak at the meeting?

• Meeting expectations can be sent in advance
of the meeting being called, or listed on the
agenda for the participants.
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Best Practices: 
Maintain Order

• Use a structured system for meetings,
such as Robert’s Rules of Order, will help
to maintain organization and
professionalism.
– There are a number of resources available,

both through JCI and in general, that can help
you to learn the basics of Robert’s Rules or
an alternative meeting system.

• If you notice that the meeting is getting out
of control, call for a recess.
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Best Practices: 
Use a Recess When Necessary

• Calling a recess in a meeting can serve
multiple purposes.
– Adults have short attention spans. Calling a

recess can bring back the group’s focus.

– It can also defuse tension in an contentious
discussion. Essentially, a recess can serve as
a reset button.

– It may also be used strategically to allow
participants to discuss an issue amongst
themselves before coming back to the larger
group.

• Establish a strict end time for the recess.
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Best Practices: Track Time

• Make sure to track the time you are spending
on individual agenda items during your
meetings. Anticipate extended discussion and
allot for time when an item is contentious.
This will help you in your effort to start and
end on time.

• Tracking time helps to reduce getting hung-up
on a single agenda item, or moving too
quickly past a critical issue. The meeting chair
can help determine whether more discussion
will be useful, or if it is time to call for a vote
and move on.
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Best Practices: Use the “Parking 
Lot” to Stay On Track

• A “Parking Lot” is a way of taking issues or
ideas that come up during a meeting and
holding them for discussion at the end.

• Sometimes, while discussing an agenda
item, another issue may come to light
which is worth discussing. But to discuss it
right then and there would derail the
meeting.

• “Parking Lots” make sure that important
items are not lost or forgotten, but keeps
the meeting and agenda on track.
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Phrases for Effective Meetings

Phrases: At this point, I would 
entertain a motion to …
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Phrases: I think this is wonderful 
discussion, but let’s get back to 

the agenda. 

Phrases: In the interest of time, 
can we table this discussion and 

move forward…
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Phrases: I can see that there is 
strong division here. Would you 

consider allowing this to go back 
to committee for further review?

Phrases: I understand this is a 
controversial issue. Please 

remember that we are all seeking 
the best possible outcome and 
we need to be respectful to all 

opinions and ideas.
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Phrases: I think it would be best 
if we take a short recess. We will 

reconvene in _____ minutes.

Phrases: I think we have heard 
sufficient discussion on each 

side of the issue. I would like to 
call the question.
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In Summary...

• There are various types of meetings that
you may need to chair or participate in as
part of your role as chapter officer.

• Make sure to use best practices for
running meetings to keep them effective
and efficient as possible. Your participants
will thank you!

• Practice some of the phrases for meetings
and know when to use them. They will
assist you in keeping your meetings
running smoothly.
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Stay tuned for Session 6 where 
we will explore Guiding Chapter 

Programming!


